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To  the  Membership  of  the  National  Association  of  School  Secretaries: 

No  two  departments  of  the  National  Education  Association  are  more  closely 
allied  than  the  American  Association  of  School  Administrators  and  the  National 
Association  of  School  Secretaries.  As  the  superintendent  of  schools  depends  upon 
his  secretary  for  assistance  in  carrying  out  his  program  as  it  relates  to  supervisors, 
principals,  teachers,  pupils,  and  parents,  so  can  the  AASA  depend  upon  the  NASS 
in  its  relationships  with  other  NEA  departments.  It  is  gratifying  indeed  to  school 
administrators  throughout  the  nation  to  have  the  true  status  of  school  secretaries 
recognized  in  this  professional  association  and  as  president  of  one  department  1 
salute  the  membership  of  another  department. 

Working  together  for  the  advancement  of  the  welfare  of  girls  and  boys  is  one 
of  the  most  satisfying  jobs  that  can  be  undertaken.  And  being  united  in  an  organ¬ 
ization  of  which  the  objectives  are  further  professionalization  of  those  who  are  so 
working  together  serves  to  enhance  accomplishment  and  to  aid  in  the  realization 
of  goals. 

We  have  jast  embarked  on  a  new  period  for  such  accomplishment.  By  working 
together  in  our  truly  professional  way  throughout  the  year,  1947-48  will  stand  ns 
ten  months  of  genuine  gratification  to  ail  of  us.  It  is  a  matter  of  pleasure  and 
satisfaction  to  be  associated  in  so  worthwhile  an  endeavor,  it  is  a  privilege  to  work 
together  for  professional  accomplishment. 

To  all  of  you  as  you  carry  forward  your  year’s  assignment  I  send  greeting! 
and  good  wishes  for  administrators  everywhere  who  depend  upon  you  and  recogni# 
the  true  value  of  your  professional  assistance. 

Faithfully  yours, 

Herold  C.  Hunt,  President 

American  Association  of  School  AdministratoB 
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ronstant  steady  growth  has  been  evident  in  the  professional  devel- 
.pmen“e  of  the  National  Association  of  School  ^reth"es 

Enir  the  oast  year.  An  excellent  professional  program  was  held  at 
the  February  meeting  of  our  association  in  Atlantic  Cify  with 
interest  and  enthusiasm  shown  by  those  participating.  Two  successful 
Workshop  programs  were  offered  this  summer— one  m  the  New  England 
area  at  the  University  of  Maine  with  59  secretaries  in  attendance,  and 
one  at  Northwestern  University  with  144  in  attendance. 

The  nrogress  and  growth  of  our  association  depends  entirely  upon 
it,  JemS  As  we  ourselves  become  more  and  more  ■"terested  m 
growing  professionally,  so  will  our  ps^iation  progress.  W  . 

ward  to  the  coming  year  with  enthusiam  and  hope  for  even  great 
accomplishments. 

Our  one  disappointment  during  the  past  year  was  the  necessity  for 
cancelling  our  summer  meeting  at  Cincinnati.  We  regretted  this  action 
but  under  the  circumstances  and  the  advice  of  the  officers  of  t 

NBA  this  was  done.  Instead,  the  executive  board  held  a  four-day  session 
at  Chicago  to  transact  the  necessary  affairs  of  the  association. 

Assignments  for  the  work  of  the  year  are  as  follows: 

EDNA  ATKINSON— has  ably  taken  care  of  the  advertising  for  the 
past  year  and  will  continue  this  assignment  for  the  coming  year. 

MARY  BOWERS — our  treasurer  continues  her  work  in  charge  ot 
the  finances  of  our  association.  j  j  , 

ANNE  CRITCHLOW— is  to  head  the  Research  Committee  and  study 
the  problem  of  a  survey  on  working  conditions  for 
Any  information  that  you  can  send  to  her  will  be  great  y  pp  .  ’  j 

KATE  DALY — who  has  served  for  several  years  as  executive  board 
member  has  become  first  vice  president.  She  is  to  be  in 
ated  associations.  In  addition,  Catherine  is  also  to  serve  as  chairman 
of  the  Committee  on  Elections  for  the  coming  year. 

GEORGIA  DAVIS-newly  elected  recording 
taken  over  the  task  of  maintaining  a  permanent  record  ot  membership 
for  jissocifttion* 

MARION  HOMER— corresponding  secretary  will  continue  to  keep 
all  members  informed  of  the  important  activities  and  events  of  the 
^soci&tiori 

CHARLOTTE  MARR — another  newcomer  to  our  executive  J^^rd 
isto  take  oier  the  work  of  the  Public  Relations  Committee  whic^ 
been  handled  by  Betty  Zimmerman  during  the  past  year  Charlotte  is 
also  to  serve  as  executive  board  member  on  the  Committee  on  Elections. 
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SARA  E.  MILNER — who  formerly  served  the  association  as  corres¬ 
ponding  secretary  rejoins  the  board  as  third  vice  president.  Sara  has 
assumed  the  important  task  of  working  on  membership. 

KAY  MITCHELL,  second  vice  president,  continues  the  important 
assignment  as  editor  of  our  magazine,  THE  NATIONAL  SECRETARY. 

RITA  K.  PUTNAM,  newly  elected  executive  board  member  is  to 
work  with  Anne  on  the  Survey  and  Research  Committee. 

CONNIE  COWARDIN,  junior  past  president,  and  LOUISE  NEL 
SON,  president  emeritus,  serve  as  counselors  for  the  executive  board. 

BETTY  ZIMMERMAN,  past  president,  has  been  made  chairman  of 
a  committee  of  past  presidents  who  are  to  work  on  a  plan  for  active  life 
membership.  Betty  is  also  to  continue  as  historian  for  the  association. 

MEMBERSHIP 

Let’s  have  a  heart-to-heart  talk  about  membership.  The  value  of 
an  organization  belongs  to  its  members.  We  want  to  bind  together  in 
an  even  closer  bond  of  fellowship  our  group  throughout  the  nation  who  j 
have  common  problems  and  interests  in  educational  work.  We  want  each  * 
member  to  appreciate  that  value  to  such  an  extent  that  she  wants  to 
share  it  with  other  secretaries  over  the  country. 

The  other  day  I  read  on  a  little  calendar :  “Luck  is  the  contact  point 
where  preparation  and  opportunity  meet.”  Can’t  each  of  us  help  to 
make  this  a  lucky  year,  both  for  the  Association  and  for  its  members? 
Your  state  chairmen  are  definitely  preparing  the  way  to  offering  the 
opportunity  of  membership  to  secretaries  who  are  not  in  our  group. 
They  need  your  help.  Won’t  you  not  only  urge  others  to  join,  but  send 
their  names  to  your  state  chairman  so  that  she  may  also  invite  them? 
This  is  an  opportunity  for  you  to  help  the  growth  of  your  Association. 

Look  in  the  list  of  chairmen  in  this  issue.  See  if  there  is  a  chair¬ 
man  for  your  state.  If  there  is  not  one  listed,  then  there  is  a  big  oppor¬ 
tunity  for  some  enthusiastic  and  interested  secretaries  to  get  to  work 
and  create  interest  in  your  own  state.  If  you  will  help  by  accepting  a 
chairmanship,  write  me  immediately  and  offer  your  services.  We  need 
the  “co-operation  of  every  bloomin’  soul”  to  make  this  year  our  biggest 
and  best  in  history. 

May  we  not  count  on  you  to  bring  in  at  least  one  other  member 
this  year?  Statistics  show  that  those  departments  having  the  largest 
dues  are  those  which  have  the  largest  membership.  Our  dues  are  now 
$2.00.  Let’s  make  our  department  one  of  the  biggest  and  best  in  the 
N.  E.  A. 

Sara  Milner,  Vice-President 
In  charge  of  Membership 
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ELIZABETH  ZURBA 


It  is  with  deep  sorrow  that  I  record  the  death  on  June 
17,  1947,  of  Elizabeth  Zurba,  school  secretary  in  Norwood, 
Massachusetts,  and  close  personal  friend. 

For  each  of  us  there  is  some  person  who  exemplifies 
the  perfect  school  secretary  and  whose  warm  and  friendly 
manner  have  created  for  us  interest  in  associating  ourselves 
with  the  school  secretaries’  organizations.  Such  a  person 
was  Elizabeth  Zurba  to  me.  It  was  through  her  friendliness 
at  the  first  meeting  of  school  secretaries  that  I  attended 
that  I  became  interested  in  our  association.  Her  constant 
enthusiastic  encouragement  greatly  influenced  me  in  actively 
participating  in  the  work  of  the  state  and  national  associa¬ 
tions  and  in  eventually  assuming  leadership  in  our  national 
organization. 

Elizabeth  was  vivacious  and  friendly  in  manner,  efficient 
in  her  work,  interested  in  her  family,  her  church,  and  in  the 
community  in  which  she  lived.  She  was  a  charter  member 
of  our  state  association  and  served  as  its  president  for  two 
years,  1943-1945.  At  the  time  of  her  death  she  was  state 
membership  chairman  in  Massachusetts  for  the  National 
Association. 

Her  courage  and  cheerfulness  during  her  year’s  illness 
were  an  inspiration.  For  those  of  us  who  knew  her  inti¬ 
mately,  her  death  is  an  irreparable  loss. 

ELEANOR  M.  DEARDEN 
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DITTO 


DELIVERS  TWICE  AS  MANY  COPIES 
PER  MINUTE  AS  PREVIOUS  MODELS 


Improvements  envisioned  by  Ditto  since  before 

the  war  are  incorporated  in  the  new  Direct  Process 
School  Duplicator!  The  latest  Ditto  machine  makes  twice  as  many 
bright,  errorless  copies  a  minute  as  its  predecessor, 
kfl  Changing  masters  is  surprisingly  simple  with  the  new 

Vs  P  type  master  clamp,  and  vastly  improved  liquid  and 
*  pressure  control  guarantees  brighter,  clearer  copies. 

When  machine  is  not  in  use,  the  receiving  tray 
*1  can  be  folded  up  over  the  drum  . . .  thus  protecting 

mechanical  parts  from  dust  and  reducing  space 
requirements.  The  reversible  feed  tray  allows  simpler 
handling  of  every  size  paper.  Here  in  truth  is 

duplicating  efficiency  at  its  zenith — fast,  economical, 
trouble-free.  Send  for  more  details  today. 


70  NEW  DITTO 
WORKBOOKS  For  Use  on 
Liquid  Type  Machines 

And  to  make  your  new  Ditto 
Duplicator  even  more  valuable 
to  you.  Ditto  offers  10  new 
workbooks  for  use  on  Liquid 
Type  Machines.  Each  page  in 
these  books  will  produce  200 
and  more  copies.  Master  can 
be  saved  and  re-used  whenever 
needed.  Compiled  by  eminent 
ai^orities  in  education,  they 
will  make  your  classroom  work 
easier,  afford  you  bener  teach- 
ins  methods.  Send  coupon  to¬ 
day  for  further  information. 


niTTO, 

2249  W.  Harrison  SI. 

Chicago  12,  Illinois 
Gentlemen: 

Without  obligation,  please  send: 

(  )  Literature  on  your  new  Liquid  Type  School  Duplicator. 

(  )  Free  Samples  of  Workbook  Lessons  for  Liquid  Type 
Duplicators. 

(Note  these  will  not  reproduce  on  Gelatin  Duplicators). 

(  )  Arrange  a  Ditto  demonstration  for  me. 

Name . 

School . 

Addreu . 

aty . State . 


EXECUTIVE  BOARD  MEETING 
NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Palmer  House,  Chicago 
July  4-5-6.  1947 

The  members  of  the  Executive  Board  spent  a  “safe  and  sane”  Fourth  i 
taking  care  of  important  business  matters  for  the  National  AssociatioD  ? 
of  School  Secretaries.  " 

It  was  like  a  family  reunion  for  the  ones  who  had  worked  together  (j 
as  Board  members,  and  a  pleasant  time  for  those  making  new  friends, 
Then,  of  course,  at  the  time  of  goodbyes,  there  was  sadness  for  the  three 
retiring  members.  ^ 

Those  present  were :  Eleanor  M.  Dearden,  President,  presiding,  Mil¬ 
dred  N.  Farner,  Katherine  E.  Mitchell,  Grace  B.  Holt,  Marion  Homer,  " 
Mary  E.  Bowers,  Edna  Atkinson,  Anne  Critchlow,  Catherine  Daly,  Char¬ 
lotte  Marr,  Sara  Milner,  Rita  Putnam,  and  Georgia  A.  Davis.  Betty  ^ 
Zimmerman,  chairman  of  the  Budget  Committee,  was  present,  and  Viola 
Volkens  of  Davenport  was  a  guest  of  Eleanor’s. 

Naturally,  we  missed  Louise  H.  Nelson,  Constance  K.  Cowardin  and 
Belle  S.  Kuehny!  s 

The  first  order  of  business  was  the  reading  of  the  minutes  of  the  * 
meeting  held  July  3-7,  1946,  at  Niagara  Falls,  New  York.  Mary  E. 
Bowers,  Treasurer,  then  made  her  report,  which  showed  1363  paid  mem-  ' 
berships  as  of  June  30,  1947.  ' 

The  President’s  report  was  interesting  and  covered  history  and  * 
accomplishments  of  the  Association  during  the  past  year. 

Katherine  Mitchell  presented  her  report  as  Editor  of  THE  NATION¬ 
AL  SECRETARY. 

Anne  Critchlow,  chairman  of  the  Committee  on  Elections,  reported 
the  following  results  of  the  election : 

1st  Vice  President — Catherine  Daly 

3rd  Vice  President — Sara  Milner 

Recording  Secretary — Georgia  A.  Davis 

Executive  Board  Members — Charlotte  Marr  and  Rita  Putnam 
The  persons  elected  will  serve  two-year  terms. 

On  the  matter  of  increasing  the  dues  from  $1  to  $2,  the  members 
voted  348  for  the  increase  and  only  51  against  it.  By  unanimous  approval 
of  the  Executive  Committee,  this  increase  in  dues  will  be  effective  Sep¬ 
tember  1,  1947. 

The  Board  authorized  the  sending  of  letters  of  commendation  to  the 
three  members  retiring  from  the  Board — Mildred  N.  Farner,  Grace  B. 
Holt,  and  Belle  S.  Kuehny,  stating  the  length  of  service  rendered. 

The  President  asked  Anne  Critchlow  and  Rita  Putnam  to  work  on 
the  problem  of  a  survey  on  conditions  of  service  for  secretaries. 

Permission  is  to  be  asked  of  the  National  Education  Association 
to  hold  our  February  1948  meeting  over  Monday,  February  23rd. 

The  possibility  of  holding  the  annual  meeting  in  connection  with  a 
workshop  was  discussed,  and  it  was  decided  to  ask  permission  of  the 
N.  E.  A.  to  hold  a  workshop  either  the  rest  of  the  week  following  the 
one-day  department  meeting  or  the  week  immediately  preceding  it. 
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Sara  Milner  led  a  discussion  on  membership,  and  names  were  sug¬ 
gested  for  new  sectional  membership  chairmen.  She  outlined  the  plan 
to  be  followed  on  membership  during  the  coming  year.  It  was  decided 
to  ask  State  Chairmen  to  send  in  a  report  at  least  once  a  month. 

It  was  voted  that  beginning  with  the  year  1947-1948  the  position 
of  advertising  manager  for  THE  NATIONAL  SECRETARY  be  appoint¬ 
ive  by  the  President,  the  person  named  may  or  may  not  be  a  member 
of  the  Executive  Board.  The  President  asked  Edna  Atkinson  to  con¬ 
tinue  her  good  work  as  Advertising  Manager. 

A  new  budget  with  proposed  receipts  of  $4575  and  proposed  expendi¬ 
tures  of  $4075  was  adopted  for  the  year  1947-1948. 

Mildred  Earner’s  report  on  Affiliation  showed  fourteen  affiliated 
groups. 

It  was  also  approved  that  beginning  with  the  year  1947-1948,  the 
Editor  of  THE  NATIONAL  SECRETARY  be  appointed  by  the  President. 

The  meetings  held  on  Sunday  were  held  in  the  attractive  apartment 
•‘Dew  Drop  Inn”  of  Edna  Atkinson  in  Oak  Park,  Illinois. 

Catherine  Daly,  in  making  the  report  for  the  Research  Committee, 
stated  that  following  an  article  in  THE  NATIONAL  SECRETARY,  she 
leceived  several  requests  for  salary  schedules  and  handooks. 

Betty  Zimmerman  made  a  report  for  the  Public  Relations  Commit¬ 
tee  and  stated  approximately  100  copies  of  each  issue  of  the  magazine 
were  sent  to  state  superintendents,  administrators,  and  others  in  the 
educational  held. 

The  President  was  empowered  to  investigate  the  matter  of  reprinting 
the  Constitution  and  By-Laws. 

A  committee  is  to  be  appointed  by  the  President  to  recommend  a 
workable  plan  for  Life  Membership. 

The  President  assigned  the  following  special  duties  for  the  coming 
year: 

Elections  Committee — Catherine  Daly,  chainnan,  and  Charlotte 
Marr 

Research  Committee  (including  the  salary  and  training  survey) — 
Anne  Critchlow  and  Rita  Putnam 

Public  Relations  Committee — Charlotte  Marr,  chairman 

Permanent  Record  of  Members — Georgia  A.  Davis,  chairman 

Life  Membership  Committee — Past  presidents  with  Betty  Zimmer¬ 
man,  chairman. 

It  was  announced  that  the  Claridge  Hotel  in  Atlantic  City  would 
again  be  used  as  headquarters  for  the  mid-winter  meeting. 

It  was  recommended  that  the  fiscal  year  of  the  Association  be 
August  1  to  July  31,  that  it  be  incorporated  in  the  Constitution  and  that 
the  membership  year  be  the  same. 

For  entertainment,  the  group  enjoyed  the  Buckingham  Fountain 
and  the  Fireworks  over  Soldier  Field  the  evening  of  the  Fourth,  and  on 
Saturday  evening,  dinner  and  entertainment  were  enjoyed  at  the  Edge- 
water  Beach  Hotel. 

Georgia  A.  Davis 
Recording  Secretary 


NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Fiscal  Year  August  1,  1946  -  July  31,  1947 

August  1,  1946,  Balance .  $1,392.85 

RECEIPTS: 

Membership  dues . $1,363.00 

National  Secretary  .  1,465.36 

Miscellaneous  .  136.00 


Total  Receipts  .  2,964.36 


EXPENDITURES: 

Postage : 

President  . $  4.97 

Secretary  .  6.82 

Membership .  28.28 

Other  .  31.74 


$4,357.21 


Stationery,  telephone,  telegraph,  etc. : 

President  . $  18.03 

Secretary  .  25.97 

Membership .  197.00 

Other  .  91.88 


332.88 


Travel — President  . $  71.74 

Convention  .  209.30 

Executive  Board  meetings  .  670.81 


951.85 

National  Secretary  .  1,742.63 

Miscellaneous  .  29.21 


ONE  OF  NEW  YORK’S  OUTSTANDING  HOTEL  VALUES  OFFERS: 


Old  Fashioned  Hospitality . .  for  Modem  School  Secretaries 


The  Park  Chambers  has  that  pleasant,  non-commercial  atmosphere  which  makes  it  a  favorite 
with  school  secretaries,  teachers  and  administrators.  When  in  New  York  stay  at  this  friendly 
hotel  and  enjoy  old-fashioned  hospitality  in  a  modern  settins. 


WITHIN  THE  HUB  YET  OUT  OF  THE  HUBBUB  . . . 

Attractively  furnished  rooms  from  S3.00  single — $4.00  double.  Ownership-Management. 
Write  Dept.  NSS  for  reservations  and  a  free  "Guide-Map"  of  New  York. 


Visit  the  charming  Z.odiac  Room! 


HOTEL  Park  Chambers 


it  Avenue  of  the  Americas  at  58th  St.,  New  York 


A.  D’ARCY,  MANAGER 


Total  Expenditures .  3,128.38  1  paper 

- 1  F 


Balance — July  31,  1947  .  $1,228.83 
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THREE  NEW  SERVICES 
FOR  SCHOOLS 


New  educational  materials  for  better,  easier  teaching - 
presented  by  the  makers  of  the  Mimeograph  brand  duplicator 


U  OPERATING  CHARTS  .  .  .  for 
Miiiiro^Eraph  hraiul  diiplira- 
tors,  Moilels  90,  91, 92.  ThetM* 
new  viHiial  aids  give  Hiiiiple 
ttep-by-8tep  iiiatructioiiH  for  o|>erating  the 
Mimeograph  brand  duplicator.  U8e<l  in 
bwineiM  euuration  claaaeH,  these  charts  help 
iiMkr  students  self-sustaining.  IVloiinted  in 
iKhool's  duplicating  room,  they  help  make 
iny  teacher  or  older  pupil  an  emcient  o[ier- 
itw  of  the  Mimeograph  brand  duplicator. 
Price,  ready  for  mounting,  each 


0NEW  TEXTBOOK  .  .  .  "Fundamentals 
of  Mimeograph  stencil  duplication.” 
Preparerl  by  Peter  L.  Agnew,  Ph.  I)., 
Pro]  tessor,  l^hool  of  F.ducation,  New 
York  University,  and  Professor  Russell 
N.  Cansler,  School  of  (Commerce,  Northwestern 
University,  leading  authorities  in  the  field  of 
business  machine  education.  An  etliicational  t<M>l 
needed  hy  every  commercial  depart-  ^ 
nient.  Price,  |>er  copy,  JC 


Fifteen  assignments  cover  all 
phases  of  stencil  duplication.  60 
pages,  B'/i  x  11.  Fully  illustrated. 
Standardized  assignments,  includ¬ 
ing  purpose,  materials  needed, 
and  detailed  procedure,  with  lab- 
orotory  problems  of  common  du¬ 
plicating  situations.  Tested  at 
Northwestern  University  by  expe¬ 
rienced  professional  teachers. 


laaMsri^ 


ists — more  than  TOO  separate  sketches 
and  ideas  on  loose-leaf  pages  for  easy 
tracing  on  the  Mimeograph  brand 
illuminated  drawing  hoard.  All  draw¬ 
ings  made  to  fit  two-column  or  three- 
coTiimn  school  newspa|)ers.  Three  sec¬ 
tions  for  easy  reference:  Holidays, 
Sch<N>l  Activities  and  School  Pa|>ers, 
Flementary  Schitol  Sub- 
jects.  Price,  per  {lortfulio,  ^ 


^  PORTFOLIO 
^  OF  MIMEOGRAPH 
■b  W  TRACING  PAGES 
FOR  SCHOOLS 

Now  you  can  illustrate  your  sch<M>l 
piper,  liulletins  to  parents,  teachers, 
•nd  pupils,  seat  work,  |H>sters,  pro¬ 
grams  and  other  materials  needed  in 
dassrooin  aiul  community  relations 
plans.  Beautiful  drawings  on  school 
subjects  prepared  by  professional  art- 


A.  B.  DICK  COMPANY,  D«pt.  NA.1047 

720  Jackson  Boulovard,  Chicago  6,  Illinois 

Enclosod  is  my  Q  chock  O  monoy  ordor  for  $ . for 

tha  following:  (Spocify  Mimoogroph  brand  duplicator  modol  you  hovo.) 

. copios,  Oporating  Chart,  Mimoograph  brand  duplicator, 

Modol . .  at  $1.50  oach. 

. copios,  "Fundamontals  of  Mimoograph  stoncil  duplicatiofi,** 

by  Agnow  and  Canslor,  at  60c  oach. 

. copios,  Mimoograph  Tracing  Pagos  for  Schools,  at  $2.50 

oach. 


The  Mimeograph 

brand  duplicator;..^ . 

IS  MADE  BY  A.  B.  DICK  COMPANY  *  SCHOOL . 

mimeograph  is  the  trade-mark  of  A.  B.  Dick  •  .  „„„„ 

'-a®pany,Chicago,regi8teredintheU.S.Pat.Ofr.  •  *  “  . 

COPYRIGHT  1R47,  A.  B.  DICK  COMPANY  ^  CITY . STATE . 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 


EXTRA-CURRICULAR  ACTIVITIES 

There  is  more  to  be  remembered  from  meetings  and  conventions 
than  the  actual  work  done  between  the  time  the  gavel  descends  to  mar' 
the  beginning  of  business  and  when  it  sounds  its  clarion  call  to  “other 
than-business”  adventure.  Each  minute  of  every  hour  spent  in  Chicago 
contained  its  own  special  memory,  whether  it  was  a  bit  of  record-making 
progress  on  the  part  of  the  Association’s  history,  a  flash  of  laugh- 
provoking  merriment  sponsored  by  a  dignitary  of  the  Executive  Board, 
or  a  tasty  bite  of  savory  cuisine  arranged  for  by  the  diligent  efforts  of 
our  “Chicago  hostesses”.  Right  here  and  now  I  would  like  to  share 
with  you  these  highlights  of  the  unofficial  business  of  the  Chicago 
meeting. 

I  arrived  in  Chicago  the  morning  of  July  4th  and  found  the  Palmer 
House  welcoming  the  National  Secretaries  as  they  arrived.  Several  had 
entered  the  Chicago  scene  the  night  before  and  were  already  established; 
the  rest  came  in  at  intervals  during  the  morning  and  afternoon.  I  was 
lucky  in  being  numbered  among  those  to  reside  in  the  five-room  suite 
which  formed  a  semi-circle,  in  the  center  of  which  was  the  parlor  that 
became  the  hub  of  activities. 

At  noon  on  this  first  day  of  our  meeting  we  assembled  for  luncheon 
in  the  Chicagoan  Room  of  the  Palmer  House.  During  this  period  an 
attempt  was  made  to  span  the  time  since  friend  saw  friend  and  to  become 
better  acquainted  with  the  new  members  of  the  group.  As  it  was  so 
aptly  put  later  on  during  the  conference,  there  were  no  cliques — each 
of  us  equally  enjoyed  the  associations  of  the  persons  we  found  beside 
us  as  the  members  of  the  group  shifted  and  mingled  throughout  the  days. 
We  shall  not  forget  the  waiter  who  tried  to  help  us  figure  out  the  single 
bill  presented  for  the  fourteen  luncheons  which  reflected  the  individual 
tastes  of  fourteen  noontime  palates. 

The  dinner  that  night  in  the  Pompeian  Room  of  the  Congress  Hotel 
will  be  a  long-remembered  favorite  of  mine  and  one  Pll  hope  to  repeat 
the  next  time  I  sojourn  in  the  Windy  City.  With  exceptionally-fine  capon 
and  with  caviar  atop  the  salad  dressing  it  was  indeed  a  full-course  dinner 
of  the  best — so  “full-course”  that  the  walk  down  Michigan  Boulevard 
afterwards  to  see  Buckingham  Fountain  and  the  fireworks  was  addition¬ 
ally  welcome.  To  those  of  you  who  have  seen  the  Buckingham  Foun¬ 
tain,  these  words  of  mine  will  probably  seem  most  inadequate;  to  those 
of  you  who  haven’t,  let  me  suggest  that  you  add  this  experience  as  s 
“must”  when  you  plan  a  stay  in  Chicago.  The  varying  colors  and  play 
of  water  kept  us  spellbound  for  many  a  minute.  Add  to  this  the  colorful 
burst  of  fireworks  overhead  with  an  occasional  breath  of  lake-cooled  air 
and  you  have  a  glimpse  of  the  splendor  witnessed  by  us  that  evening.  I 

We  reluctantly  left  the  spot  to  window-shop  in  the  stores  along 
Michigan  Boulevard  on  our  way  back  to  the  hotel.  After  checking  in 
for  the  night  some  of  us  assembled  for  a  “bull”  session  before  we  actually 
turned  in. 

Bright-eyed  and  refreshed  we  gathered  for  breakfast  on  July  5  in 
the  Coffee  Shop  of  the  Palmer  House.  To  our  delight  we  found  that 
they  indulged  in  man-size  coffee  cups  and  we  did  likewise.  The  coffet 
cake  served  was  duly  noted  as  “something  to  be  repeated”  if  an  oppor¬ 
tunity  arose.  Some  dashed  for  post  cards  and  others  read  mail  before 
the  morning  session  began. 
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KEY  TO  A  TYPIST’S  HEART 


S-Track  Ribbon  Contrct  savts  ycu 
livti  ont  third  more>  ribbon  usage 


Trip  fflstantty  reltasos  mb-stroliad 
^  that  jam— no  more  smudged  fingers 


•■WrWfif  lint  often  eliminates  the 
^  far  aa  aitra.  wider  carriage  machine 


^  Here's  a  new  typing  feature ...  the  smoothest,  easiest,  quickest 
way  you’ve  ever  known,  to  turn  out  letters  any  boss  will  be  proud 
to  sign.  Keyboard  Margin  Control*,  we  call  it.  Your  fingers  never  leave  the 
keyboard  ...  a  flick  of  the  keys,  and  both  margins  are  set  — click!  Now  you 
can  have  margin  setting  where  it  really  belongs  ...  on  the  keyboard.  It  steps 
up  performance,  steps  down  fatigue.  You’ll  find  it  only  on  the  Remington 
KMC*—  the  latest  of  many  reasons  why  more  Remingtons  have  been  bought 
than  any  other  typewriter.  See  it  today!  There’s  nothing  else  like  it  in  typing! 


^  Onty  thm  R0mington  KMC 

▼  giv09  you  all  B  at  no  0xir€i  co§i 


THE  FIRST  NAME  IN  TYPEWRIl 


*  KMC  tfid  Kgybotrd  Margin  Control.  T.  M. 
O  by  Romington  Rand  Inc. 


I  believe  it  should  be  duly  noted  for  posterity  that  when  Betty 
Zimmerman  arrived  at  the  desk  and  asked  for  our  room  number  she 
was  told  “Oh,  that  is  where  the  National  Secretaries  are  meeting.”  Such 
is  fame!  It  should  also  be  duly  recorded  that  the  Chicago  papers  com¬ 
mented  on  our  meeting  and  followed  up  for  additional  news  on  our 
activities.  Everyone  was  most  assiduous  in  seeing  that  our  scrap  book 
would  gain  the  colorful  additions  of  menus  from  the  places  visited.  You 
may  be  assured  that  a  noteworthy  amount  of  space  in  it  has  been  prop¬ 
erly  filled  by  these  mementos. 

The  Victorian  Room  at  the  Palmer  House  was  graced  by  our  pres¬ 
ence  at  luncheon  and,  in  case  you  didn’t  know  it,  finger  bowls  are  back 
with  all  due  pomp  and  circumstance.  And  SEPARATE  BILLS  helped 
to  maintain  the  serenity  and  contentment  of  this  hour’s  lull  in  a  busy  day. 

The  afternoon  session  was  brought  to  a  close  in  sufficient  time  for 
all  to  enjoy  the  bus  ride  along  Lake  Michigan  from  the  Palmer  House 
to  the  Edgewater  Beach  Hotel  where  dinner  was  served  at  seven  in  the 
Marine  Dining  Room.  Music  was  provided  by  Henry  Busse  for  addi¬ 
tional  enjoyment.  After  dinner  we  went  to  the  adjoining  “Beach  Wajk" 
where  we  saw  Dorothy  Hild’s  production  “Circus  Days”.  And  we  can 
never  say  again  that  we  haven’t  seen  pink  elephants!  They,  together 
with  white  horses,  occasioned  much  immediate  and  subsequent  enter¬ 
tainment.  The  Ringmaster  presented  “Judy”,  Harry  Haag’s  graceful 
elephant,  with  prancing  ponies  and  performing  puppies;  “The  Rudells 
of  trampoline  hilarity;  the  Dorothy  Hild  Dancers;  and  Myrtill  and 
Pacaud’s  “Golden  Glitter”,  a  unique  dance  presentation  that  kept  us 
enthralled  to  the  very  end.  All  in  all,  it  was  an  extravaganza  of  the  first 
order  and  equalled  a  Follies  Production.  We  walked  round  and  about 
the  hotel  before  catching  the  bus  back  to  town  and  came  to  the  conclusion 
that  the  Edgewater  Beach  is  a  beautiful  hotel  indeed. 

On  July  6  we  managed  a  repeat  performance  at  the  Coffee  Shop  in 
the  Palmer  House  before  taking  the  “L”  to  Oak  Park  where  the  morning 
session  was  to  convene  at  Dew  Drop  Inn.  Edna’s  ever-present  hospi¬ 
tality  was  there  to  make  us  feel  at  home  and  give  promise  of  delightful 
hours  to  come.  Time  out  in  the  afternoon  covered  a  trip  to  the  Studio 
Restaurant  for  dinner.  Attractive  place  cards  provided  each  of  us  with 
a  glass  lapel  flower  holder  and  flower  to  wear.  Delicious  food  and  gay 
surroundings  made  the  time  fly  past.  However,  we  still  had  time  to 
walk  through  a  part  of  Oak  Park  and  make  a  tour  of  the  offices  at  the 
Oak  Park  Township  High  School  where  Edna  was  kind  enough  to  explain 
some  of  her  school’s  operational  procedures.  Back  again  to  Dew  Drop 
Inn  brought  the  official  close  to  the  conference  business,  with  committee 
meetings  to  follow  the  next  day.  Then  our  hostess  and  Marion  Homer— 
I  might  call  them  both  our  official  “Chicago  Hostesses” — served  cake, 
punch,  and  fruit  sticks.  Edna’s  autograph  book  made  the  rounds  and 
pictures  were  taken  to  commemorate  the  occasion.  While  talk  and 
reminiscences  held  sway  a  talented  member  of  our  Executive  Board  com¬ 
posed  the  following  which  I  include  for  the  enjoyment  and  appreciation 
of  all: 

The  day  had  begun  in  the  morning — 

Board  members,  with  vigor  and  vim. 

Hopped  on  a  train  and  in  spite  of  the  rain 
Departed  for  Dew  Drop  Inn. 
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After  settling  affairs  of  the  nation, 

A  trip  to  the  Studio  for  lunch. 

Some  had  to  leave  and  we  wished  them  “Godspeed” 

And  took  pictures  that  sure  packed  a  punch. 

Our  visit  to  Oak  Park  Township  High  School 
Was  a  highlight  event  of  the  day, 

The  set-up  was  very  enticing 
And  we  almost  decided  to  stay. 

We  returned  to  the  home  of  our  hostess. 

Brought  our  business  affairs  to  a  close. 

And  then  from  one  wall  to  another 
The  sounds  of  our  laughter  arose. 

We  decided  to  clean  out  the  closet 
And  someone  found  boxes  of  hats — 

They  look  very  lovely  on  Edna, 

But  on  us  they  resemble  some  cats. 

We  ate  till  we  came  near  to  bursting 
Of  wonderful  punch — and  the  cake 
Was  made  by  a  sister  of  Marion 
Who  certainly  knows  how  to  bake. 

A  gab-session  followed  our  repast. 

The  gossip  was  sugar  and  spice. 

And  we  carried  away  pleasant  mem’ries 
Of  a  visit  that  was  more  than  just  nice. 

A  return  trip  on  the  Elevated  brought  us  once  again  to  the  Palmer 
House  where  Anne  Critchlow  met  a  friend  from  Salt  Lake  City  in  the 
lobby.  Mrs.  Fairfax  Proudfitt  Walkup  proved  to  be  a  very  interesting 
and  entertaining  person.  She  is  Dean  of  the  Pasadena  Play  House  and 
is  at  present  connected  with  the  Speech  Department  of  the  Utah  Uni¬ 
versity.  She  gave  us  additional  information  concerning  the  show  put  on 
by  the  Edgewater  Beach  Hotel  and  the  hours  she  spent  with  us  before 
she  left  to  catch  a  plane  were  most  enjoyable  to  all. 

By  the  morning  of  July  7  our  number  had  decreased  because  several 
of  the  girls  had  to  be  back  home  and  at  work.  Those  remaining  went 
to  Harding’s  for  breakfast,  sent  post  cards  on  their  way,  held  committee 
meetings,  finished  up  innumerable  details  concerning  their  particular 
jobs  for  the  coming  year,  and  then  met  for  lunch  at  the  Victorian  Room 
of  the  Palmer  House  before  bringing  the  conference  to  a  final  close. 

This  account  may  seem  to  be  composed  largely  of  eating  places  and 
the  like,  but  after  all  they  go  to  form  a  major  part  of  “extra-curricular” 
activities.  The  “extra-special”  activities  that  have  their  place  in  certain 
memories  color  the  picture  for  certain  persons  rather  than  the  entire 
group.  I  hope  the  above  may  serve  to  give  some  indication  of  the 
delightful  experiences  and  close  companionship  of  our  stay  in  Chicago. 
It  could  only  be  an  indication  as  words  could  never  fully  express  our 
appreciation  to  those  who  worked  so  untiringly  to  make  our  Chicago 
Conference  such  a  memorable  one,  our  gratitude  for  an  opportunity  to 
learn  more  about  secretaries  in  other  sections  of  the  country,  and  our 
enthusiastic  cooperation  in  activities  “extra-curricular”. 

Charlotte  A.  Marr 

Washington,  D.  C. 

Executive  Board  Member 


Katherine  E.  Mitchell,  Editor  Mary  Patricia  Cleary,  Assistant  Edits* 


After  a  summer  of  traveling  by  auto,  rail,  water,  or  air,  of  sight¬ 
seeing  in  large  cities  or  in  rural  countrysides,  of  studying  and  associating 
on  beautiful  campuses,  of  swimming,  fishing,  and  sailing  in  the  ocean, 
we  are  facing  another  school  year  with  its  new  experiences,  many  prob¬ 
lems,  and  joyful  incidents. 

We  as  School  Secretaries  must  take  an  active  part  in  the  work  of 
our  school  and  community  as  well  as  having  a  sincere,  unselfish  interest 
in  national  and  international  affairs.  The  United  Nations’  establishment 
of  a  permanent  peace  and  justice  for  all,  control  of  the  atom  bomb,  and 
the  rehabilitation  of  veterans  are  some  of  the  leading  questions  being 
solved. 

However,  in  our  own  association  we  have  plenty  of  hard  work  ahead 
of  us  during  the  coming  term.  Membership  in  your  local,  state,  and 
national  groups  will  be  the  first  step  in  the  attainment  of  our  goals. 

We  hope  our  old  force  and  those  new  to  our  group  have  had  an 
enjoyable  and  profitable  vacation  and  are  now  meeting  the  tasks  before 
us  with  their  usual  superior  efficiency. 

We  regret  very  much  that  through  an  error  in  reporting  informa¬ 
tion  to  the  editorial  staff  an  announcement  was  made  in  the  May  issue 
of  THE  NATIONAL  SECRETARY  of  a  Workshop  at  Columbia  Uni¬ 
versity  during  the  last  week  in  July.  A  Workshop  was  not  held  at  that 
time  and  we  hope  our  announcement  did  not  cause  an  undue  amount  of 
correspondence  on  the  part  of  the  staff  at  Columbia  University. 

The  Workshop  at  Purdue  University  from  August  4  to  9,  as  an¬ 
nounced  in  the  May  issue  of  THE  NATIONAL  SECRETARY,  was  not 
held.  Word  of  the  cancellation  of  the  Workshop  was  received  too  late 
to  remove  the  announcement  from  the  magazine. 
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ADVERTISING  RATES 


1.  Two  entire  pages,  middle,  9%"  x  7%" . $50.00 

2.  An  entire  page,  outside  back  cover,  4%"  x  7%” .  30.00 

3.  An  entire  page,  4%"  x  7.%" .  25.00 

4.  A  half  page,  4%"  x  3%"  or  2M"  x  7%" .  15.00 

5.  A  quarter  page,  x  3%" .  10.00 


A  reduction  of  $5.00  is  given  if  you  wish  to  give  us  your  order  for  the  three  issues 
(October,  February  and  May). 
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Urn1t‘r¥i(jocJ 


Underwood 


//ra 

It's  pmrtonal  skill  .  .  .  rhythm  in 
action,  coordination . . .  relaxation. 
Ifs  experience . . .  know-how,  prac¬ 
tice,  constant  improvement ...  at¬ 
tention  to  details.  And  it's  determi¬ 
nation  ...  to  win ...  to  be  a  leader. 


iff  0m» 

N't  manutaeturing  skill .  .  ,  that 
gives  you  rhythm  in  action,  co¬ 
ordinated  key  stroke,  perfectly 
balanced  for  accurate,  speedy  per¬ 
formance. 

Ift  manufacturing  axparianca 

.  .  .  seasoned  know-how  gained 
during  more  than  fifty  years  in 
making  more  than  six  million 
Underwood  Typewriters  . . .  and 
understanding  the  typewriting 
problems  of  business  in  general, 
and  secretaries  in  particular. 

M's  manufacturing  determina¬ 
tion  to  excel  ...  to  give  you  the 
best  typewriter  that  engineering 
science  can  conceive  and  produce 
. . .  the  Underwood. 

Underwood  has  them  all .  . .  the 
qualifications  that  make  today’s 
Underwood  Typewriters  master¬ 
pieces  of  typewriter  engineering 
...  a  treasure  to  own  and  n  pleas¬ 
ure  to  use.  The  things  that  make 
Underwood  "Typewriter  Leader 
of  the  World.” 


"It’s  got  rhythm’’... Rhythm 
Touch !  An  importantUnder- 
wood  feature,  made  possible 
by  a  brand-new  typing  mech¬ 
anism.  Fast,  feather-light, 
delightful  .  .  .  your  fingers 
swing  naturally  into  effort¬ 
less  typing  rhythm  on  this 
perfectly  balanced,  smooth¬ 
running  post-war  Under¬ 
wood.  Now  available ...  as 
well  as  the  popular  Under¬ 


wood  Noiseless  and  treas¬ 
ured  Underwood  Portable. 

Underwood  Corporation 
T yi>ewriters . . .  Adding  Machines 
Accounting  Machines. ..Carbon 
Paper  .  .  .  Ribbons  and  other 
Supplies 

One  Park  Avenue 
New  York  16.  N.  Y. 
Underwood  UmHod 
13S  Victoria  St..  Toronto  1,  Conodo 
Soloo  and  Sorvico  Ivorywtioro 


Co^jiijht  1M7»  Undenpood  CorporstkMi 
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SCHOOL  SECRETARIES’  INSTITUTE  -  NORTHWESTERN  UNIVERSITY 

August  4-9,  1947 


Mrs.  Martha  Luck,  Executive  Secretary 


The  School  Secretaries’  Institute  at  Northwestern  University  has 
now  become  history.  In  retrospect  it  seems  to  have  been  a  very  happy 
week — in  spite  of  the  fact  that  Chicago’s  reputation  as  a  “windy  city 
failed.  We  had  no  wind,  not  even  a  tiny  breeze — only  temperatures 
ranging  from  95  to  over  100  degrees,  at  least  for  the  first  three  days  of 
the  week  of  August  4.  The  weather  did  cooperate  a  little  toward  the 
end  of  the  week.  Perhaps,  as  Dr.  Endicott  suggested,  the  requisition 
for  good  weather  was  found  and  properly  acted  upon. 

There  were  144  school  secretarial  workers  registered  for  the  week’s 
program.  Monday  morning  was  spent  in  registering  and  in  taking  tests 
and  inventories.  Each  person  attending  took  an  Otis  Mental  Ability 
test,  the  Kuder  Interest  Inventory,  the  Minnesota  Vocational  Clerical 
test,  and  the  California  Personality  test.  This  portion  of  the  program 
proved  extremely  interesting  to  the  group.  Many  of  the  women  attend¬ 
ing  commented  that  they  worked  with  tests — giving  them,  scoring  them, 
and  recording  results,  but  they  had  seldom,  if  ever,  been  on  the  “receiv 
ing  end’’. 

The  scores  were  interpreted  to  the  group  on  Wednesday  morning. 
Some  rather  flattering  results  should  be  noted.  On  the  Otis  Mental 
Ability  test  the  norm  or  average  for  adults  is  a  raw  score  of  42.  The 
norm  for  the  school  secretarial  group  attending  the  Institute  was  58. 

On  the  Minnesota  Clerical  test  it  is  generally  understood  that  a 
routine  clerical  worker  has  a  better  score  than  a  worker  holding  a  posi 
tion  with  more  responsibility.  Stenographers  usually  make  higher  scores 
than  secretaries.  The  scores  for  the  group  would  indicate  that  they  all 
hold  positions  of  responsibility !  The  median  for  the  group  on  the  section 
dealing  with  numbers  was  the  18th  percentile.  The  percentile  rating  on 
the  section  of  the  test  dealing  with  names  was  the  30th. 

The  Kuder  Interest  Inventory  measures  each  individual’s  interest  in 
certain  areas  of  work.  The  group  attending  the  Institute  were  unusual 
in  another  respect;  they  completed  taking  the  inventory  in  forty-five 
minutes  or  less.  It  had  been  anticipated  from  past  experience  that 
approximately  twenty-five  persons  in  a  group  that  size  would  need  to 
have  additional  time. 

The  California  Personality  test  was  checked  so  that  each  individual 
would  have  a  recoi’d  of  the  answers  considered  psychologically  less  desir 
able  by  the  authors  of  the  test.  It  was  pointed  out  that  the  need  for 
assistance  in  improving  personality  and  social  adjustment  is  not  restrict¬ 
ed  to  a  few ;  instead,  the  impact  and  interaction  of  environmental  factors 
with  individual  needs  and  desires  creates  some  adjustment  problems 
for  all. 

On  Tuesday  morning  Dr.  Endicott  discussed  the  nine  basic  concepts 
underlying  guidance  and  counselling  work.  He  named  them  as  follows; 

(1)  Guidance  is  not  an  event,  it  is  a  process  with  new  needs  and 
problems  arising  out  of  each  decision. 

(2)  Guidance  is  a  function  of  the  entire  educational  pi’ogram. 

(3)  A  guidance  program  must  reach  all  the  pupils. 

(4)  Guidance  must  account  for  all  areas;  such  as,  physical,  emo¬ 
tional,  etc. 
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(5)  Guidance  must  be  based  upon  a  careful  analysis  of  the  indii 
vidual. 

0  A  counselling  program  must  be  based  upon  complete  information 
relative  to  vocational  and  educational  opportunities. 

(7)  The  task  of  providing  effective  guidance  requires  cooperation 
of  people  in  the  school,  parents,  and  individuals  in  the  community. 

(8)  Guidance  is  helping  the  individual  to  make  wise  decisions. 

(9)  Guidance  results  in  an  increased  ability  on  the  part  of  the  indi¬ 
vidual  in  being  self-directive. 

The  Institute  group  was  divided  into  four  sections  to  participate  in 
speech  work.  One  hour  of  each  of  the  five  afternoons  was  spent  in 
analyzing  voices  through  the  use  of  the  wire  recorder,  and  in  receiving 
instructions  and  suggestions  for  improving  the  voice.  There  was  soon 
an  epidemic  of  yawns  and  stretches,  all  brought  on  (so  the  offenders 
said)  by  Mr.  Brackett’s  and  Miss  Jones’  insistence  that  one  must  relax 
in  order  to  have  a  pleasant  voice !  On  Thursday  and  Friday  each  person 
made  a  recording  of  her  voice  to  take  home  with  her. 

On  three  afternoons,  an  hour  was  spent  by  each  person  in  an  English 
"class”,  with  Mr.  Graham  or  Mr.  Byrne,  reviewing  the  basic  essentials 
of  writing :  grammar,  spelling,  punctuation,  diction,  and  sentence  struc¬ 
ture.  On  the  other  two  afternoons  each  person  had  a  choice  of  attending 
a  section  emphasizing  letter  and  report  writing,  taught  by  Miss  White ; 
or  a  section  dealing  with  the  problems  and  techniques  of  school  publicity, 
led  by  Miss  Nicholas.  Two  one-hour  periods  on  Tuesday  and  'Thursday 
were  devoted  to  general  suggestions  on  secretarial  and  clerical  tech¬ 
niques.  This  was  conducted  by  Miss  Clutterbuck,  who  distributed  some 
extremely  practical  and  helpful  material  on  filing  rules.  Some  sugges¬ 
tions  which  she  did  not  have  time  to  discuss  were  also  mimeographed 
and  distributed.  These  dealt  with  organizing  work  efficiently,  reception 
techniques,  and  solutions  for  communications  problems.  On  the  two 
other  mornings,  Wednesday  and  Friday,  the  same  hour  was  used  to 
divide  the  group  into  four  sections.  These  groups  were  based  on  specific 
interests. 

One  group  dealt  with  the  work  of  the  registrar’s  office,  with  Miss 
Carroll  and  Miss  Broberg  as  leaders.  Another  group,  led  by  Miss  Atkin¬ 
son  and  Miss  Boynton,  discussed  the  problems  of  a  business  office.  A 
third  group  discussed  the  detail  encountered  in  an  administrative  office. 
Dr.  McSwain,  Miss  Rollins,  and  Mrs.  Wells  headed  this  group.  The 
fourth  group  studied  supervisory  techniques,  aided  by  Dr.  Kleemeier. 

Mr.  Hill,  on  Wednesday  morning,  gave  a  general  lecture  on  the  sub¬ 
ject  of  “Child  and  Adolescent  Psychology”.  Mr.  Hill  gave  an  interesting 
demonstration  with  some  x-ray  prints  of  a  study  being  conducted  on 
the  relationship  between  the  physical  and  emotional  maturity  of  a  child. 
He  exploded  some  popularly  accepted  cliches.  He  read  an  interesting 
excerpt  called,  “The  Voice  of  the  Low  I.Q.,”  which  ended  in  this  fashion — 
“  . . .  guess  I  don’t  want  to  be  no  ancestor.  I’m  goin’  to  be  a  plumber”. 

Dr.  Van  Dusen,  on  Thursday  morning,  lectured  on  the  subject 
“Getting  Along  with  Others”.  He  had  some  interesting  “pictures”  illus¬ 
trating  the  various  methods  used  by  people  in  adjusting  and  “meeting 
problems”.  The  heroine  of  the  series  was  a  school  secretary!  Dr.  Van 
Dusen  was  able  to  point  out  quite  graphically  some  of  the  ineffective 
problem  solving  techniques,  and  gave  various  suggestions  for  more  satis¬ 
fying  ones. 
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Miss  Beck,  on  Tuesday  morning,  in  her  lecture  “The  American  ^ 

Woman  Today”,  commented  on  the  current  wide  and  intense  interest  ^ 

regarding  woman  and  her  role  in  society  and  on  the  fact  that  it  is  not 
a  modern  phenomenon.  Mankind  has  through  the  ages  been  preoccupied 
with  the  question  of  women’s  proper  sphere.  Constructive  considera¬ 
tion  is  effected  today  when  her  problems  are  recognized  as  those  common 
to  all  human  beings.  She  is  not  the  “problem  child”  of  all  creation. 

On  Friday  morning  Miss  Beck  discussed  “Persons  vs.  People”.  She 
pointed  out  that  school  secretaries  can  make  their  contribution  to  the  •> 
development  of  the  democratic  ideal  by  their  regard  for  the  individual 
personality  of  each  pupil,  teacher,  and  fellow  worker.  Regard  for  the 
personality  of  another  can  stem  only  from  the  proper  regard  for  oneself. 

When  dealing  with  others,  don’t  look  up  and  don’t  look  down — just  look. 

Part  of  Thursday  morning  was  devoted  to  an  office  equipment  ex¬ 
hibit.  The  Mills  Recording  Company  gave  a  fifteen-minute  dempnstra- 
tion  to  show  the  use  that  could  be  made  of  the  wire  recorder  by  a  secre¬ 
tary.  The  International  Business  Machines  Company  demonstrated  the  i 
electromatic  typewriter  and  the  test  scoring  machine.  The  Ditto  Com¬ 
pany  and  the  A.  B.  Dick  Company  had  some  of  their  new  models  of 
duplicating  and  mimeograph  machines  on  hand. 

The  lighter  side  of  life  was  not  neglected  during  the  week.  On 
Monday  evening  eighty-two  of  the  persons  attending  the  Institute  went 
on  a  sight-seeing  tour  of  Chicago.  The  group  had  dinner  in  China  Town 
and  saw  some  of  Chicago’s  “night  life”  on  the  near  north  and  west  sides. 

On  Tuesday,  Wednesday,  and  Thursday  evenings,  tickets  were  made 
available  for  the  plays :  “Carousel,”  “Call  Me  Mister,”  and  “Born  Yester¬ 
day”.  Many  attended  the  two  radio  broadcasts  on  Tuesday  evening: 
“Manor  House  Party”  and  “Melody  Lane”.  On  Wednesday  evening, 
about  twenty-five  of  the  group  made  a  tour  of  the  Evanston  campus  of 
Northwestern  and  had  dinner  in  Evanston.  On  Thursday  evening  tickets 
were  again  available  for  two  radio  broadcasts:  “Grand  Marquee,”  and 
“The  Northerners”.  Friday  evening  eighty-seven  of  the  persons  attend¬ 
ing  the  Institute  had  dinner  in  the  Marine  Dining  Room  of  the  Edge- 
water  Beach  Hotel.  After  dinner  the  group  enjoyed  the  floor  show  under 
the  stars  on  the  hotel’s  famous  beachwalk.  Some  who  did  not  attend 
the  dinner  went  to  the  radio  broadcast,  “Jimmy  Blade  and  His  Music”. 

There  were  many  individual  dinner  parties  and  other  parties  organ¬ 
ized  by  groups  from  the  same  states  or  areas,  or  by  groups  who  had 
met  at  previous  institutes. 

The  Institute  was  concluded  on  Saturday  morning  with  a  brunch. 

Since  Wisconsin  had  more  representatives  at  the  Institute  than  any 
state  outside  of  Illinois,  they  were  given  the  honor  of  providing  the 
program  for  the  brunch.  Mrs.  Catherine  Hart  from  Edgerton,  Wis¬ 
consin,  was  mistress  of  ceremonies.  She  introduced  various  officers  of 
state  and  city  school  secretary  associations  who  told  of  their  programs 
and  work.  Miss  lo  McGilvra  from  Des  Moines,  Iowa,  whistled  for  the 
group,  accompanied  by  Miss  Marianne  Lemke  of  the  University  College 
staff.  Miss  Lemke  also  played  a  piano  solo.  After  some  group  singing 
the  Institute  adjourned. 

Miss  Nicholas,  in  her  inimitably  persuasive  manner,  convinced  those 
attending  the  Institute  of  the  value  of  publicity.  She  pointed  out  the 
seriousness  of  the  current  educational  crisis  and  how  every  news  item 
reflecting  credit  and  interest  on  the  part  of  educators  would  help  arouse 
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STUDENT’S  PET... 
and  teacher’s,  too 


^  Favorite  with  typing  students  everywhere  is  the 
^  Royal— World’s  No,  1  Typewriter. 

Because  it  has  proved  itself  to  be  the  easiest  and 
speediest  to  operate,  Royal  is  the  No.  1  choice  of 
new  8is  well  as  of  experienced  typists. 

For  the  beginner,  Royal’s  many  exclusive  fea¬ 
tures  make  typing  a  simple  pleasure  instead  of  a 
complicated  chore.  These  same  construction  ad¬ 
vantages  help  to  encourage  the  practice  and  quick 
mastery  of  each  typing  lesson. 

It  only  follows  that— since  students  prefer  to 
O  learn  typing  on  a  Royal,  teachers  prefer  to  teach 
typing  on  a  Royal. 

Furthermore,  Royal’s  sturdy  construction  guaran¬ 
tees  uninterrupted  and  dependable  classroom  per¬ 
formance. 

If,  on  rare  occasions,  repairs  should  be  necessary, 
Royal  service  is  easily  and  promptly  obtainable;  for 
Royal  gives  nationwide  coverage,  and  expert  Royal 
repair  men  are  available  everywhere. 

From  every  angle— Royal  is  the  typewriter  for 
Q  your  classroom  ...  or  for  your  own  desk. 


World’s  No.  I 
Typewriter 


^hen  dealing  with 


our  advertisers,  please 


the  National  Secretary 


favorable  public  opinion.  Everyone  responded  enthusiastically  to  the 
suggestion  to  “write  up”  for  their  local  papers  the  story  of  their  attend¬ 
ance  at  the  Institute.  Many  clippings  have  come  to  the  University  Col- 
lege  office,  being  forwarded  to  Miss  Nicholas,  and  will  no  doubt  be  heard 
from  in  the  future. 

A  follow-up  questionnaire  has  been  sent  to  all  persons  who  attended 
the  Institute.  An  attempt  is  being  made  to  get  an  objective  analysis  of 
the  program.  This  will  be  valuable  in  planning  future  institute  or  con¬ 
vention  programs.  At  least  part  of  the  Information  tabulated  from  the 
questionnaires  will  be  published  in  the  next  issue  of  the  “National 
Secretary”. 

VITAL  STATISTICS: 


There  were  144  registrants  attending  the  Institute,  from  twenty- 
seven  states.  Following  is  the  distribution : 


Alabama  . 

Ark  An. cos 

.  1 

.  2 

Minnesota  . 

Missouri  . 

.  1 

.  8 

CAlifnrnij^ 

2 

Nebraska . 

.  2 

Colorado  . 

.  1 

New  Jersey . 

.  3 

DpIawai'p 

.  1 

North  Carolina . 

.  2 

Florida 

.  1 

Ohio  . 

.  5 

Georgia  . 

.  1 

Oklahoma  . 

.  1 

Illinois  . 

.  35 

Pennsylvania  . 

.  3 

12 

South  Carolina . 

.  1 

Iowa . 

.  9 

South  Dakota . 

? 

Kansas 

.  1 

Tennessee  . 

.  1 

Kentucky  . 

.  2 

Washington,  D.  C . 

.  1 

Maryland . 

.  4 

Wisconsin  . 

. . 27 

Michigan  . 

.  15 

Modern  Heath  Texts  for  Modern  Classes 

Esta  Ross  Stuart 

STUART  TYPING,  SECOND  EDITION 

Forkner,  Osborne,  and  O’Brien 

CORRELATED  DICTATION  AND  TRANSCRIPTION 

Bliss  and  Rowe 

EVERYDAY  LAW 

Kanzer  and  Schaaf 

ESSENTIALS  OF  BUSINESS  ARITHMETIC 

Rice,  Dodd,  and  Cosgrove 

FIRST  PRINCIPLES  OF  BUSINESS 

D.  C.  HEATH  and  COMPANY 

180  Varick  Street,  New  York  City 


A 


TOTAL  MEMBERSHIP 
June  30,  1947 


COMPLETE 

FLOOR 

MAINTENANCE 


Alabama 


Arkansas 


California 


Connecticut . 

Delaware . 

District  of  Columbia 


MACHINE 


WAXING  and 
POLISHING 
with  tampico 


Kentucky 

Louisiana 


attachment. 


Maryland . 

Massachusetts 


Minnesota 
Mississippi 
Missouri  .. 
Montana  .. 
Nebraska  .. 


SCRUBBING 
with  patented 
HILD  Shower- 
feed  Brush. 


New  Hampshire 

New  Jersey  . 

New  Mexico  . 

New  York  . 

North  Carolina  . 
North  Dakota  ... 


STEEL- 
WOOLING 
with  special 
steel-wool 
pad  and 


Oklahoma 


SANDING 
wood  or  cork 
tile.  Same 
attachment 
also  used 
with  felt 
buffer  for 
buffinc. 


Washington  . 
West  Virginia 
Wisconsin  . 


Write  For 


HILD  FLOOR 
MACHINE  CO. 

1313  W.  Randolph  St.,  Dept.  NY5,  Chicago  7,  III. 


CIRCULAR 


VICgUIl  . 

Pennsylvania  . 

Rhode  Island ... 

South  Carolina 

South  Dakota 

Tennes.see 

m  Easy  to  take  and  easy  to  make  are  these 

m  smooth  flavorful  gelatine  desserts,  attractive 

F  and  tasty  puddings  and  pie  fillings  Styled 

'  for  quantity  serving,  they  look  good,  taste 

good,  and,  just  as  important,  they  stay  good. 

That’s  because  we  use  generously  only  the 
finest  ingredients.  It  means  added  economy 
for  you  on  top  of  the  original  low  cost  per 
serving.  The  six  delicious  true  fruit  flavors  of 
Sexton  gelatine  desserts  give  you  an  excellent  ^ 
variety.  ^  puaseb  guesti  w 


JOHN  SEX  I  ON  4k  CO.  11441 
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Sexton  foods  are  prepared  excla- 
sively  for  those  who  serve  many 
people  each  day.  This  specialization 
makes  dealing  at  Sexton’s  pleasant, 
convenient  and  satisfying.  Sixty* 
three  years  of  dependable  service 
are  hack  of  every  purchase. 

A  Sexton  salesman  calls  in  yonr 
town  at  least  every  other  week.  If 
he  has  not  heen  in  to  see  yon, 
please  drop  us  a  card  and  we  will 
have  him  calL 


Today,  school  cafeteria  buyers  have 
found  that  good  food  costs  less, 
especially  in  feeding  children  and 
teenagers.  There  is  no  waste  in  serv¬ 
ing  food  of  the  same  fine  quality 
that  is  featured  in  the  leading  ho¬ 
tels  and  restaurants.  There  is  no 
extra  cost  for  the  assurance  gained 
by  serving  food  of  the  same  purity 
as  that  served  by  the  most  exacting 
hospital. 
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WORKSHOP  FOR  SCHOOL  SECRETARIES 
AT  THE  UNIVERSITY  OF  MAINE 
August  4  -  9,  1947 


Fifty-nine  secretaries  attended  the  first  Workshop  in  the  New 
England  area  held  at  the  University  of  Maine,  August  4-9,  1947.  Dr. 
Glenn  Kendall,  Dean  of  the  School  of  Education,  deserves  high  praise 
for  his  leadership  in  planning  this  program.  The  immediate  supervision 
of  the  Workshop  was  under  the  direction  of  Eleanor  M.  Dearden,  National 
President,  assisted  by  Pauline  H.  Smith  of  the  Deering  High  School, 
Portland,  Maine. 

In  the  development  of  the  Workshop,  an  effort  was  made  to  present 
a  well-rounded  program  with  attention  given  to  the  general  educational 
picture,  to  the  specific  problems  and  relationships  of  the  school  secretary 
to  the  total  educational  pattern,  to  human  and  public  relations,  to  world 
affairs  and  the  secretary’s  role  as  a  citizen,  to  worthwhile  leisure  time 
activities,  and  to  physical,  mental,  and  emotional  health. 

The  program  of  the  week  opened  with  a  lecture  by  Dr.  Payson  Smith 
on  “The  Current  Educational  Scene”.  Dr.  Smith  emphasized  the  fact 
that  we  are  living  in  a  period  of  rapid  change  and  that  necessarily  educa¬ 
tion  reflects  the  changes  in  social,  political,  and  economic  life  of  our 
country.  Each  war  has  brought  resulting  changes  in  education.  The 
present  war  is  no  exception.  In  looking  to  the  future,  three  trends  are 
apparent:  (1)  there  will  be  more  people  in  school  for  longer  periods  of 
time;  (2)  there  will  be  a  change  in  the  source  of  income — federal  aid 
becomes  a  necessity  with  the  mobility  of  our  population  and  the  need 
for  a  well-informed  citizenry  throughout  the  United  States;  and  (3) 
there  will  be  changes  in  the  type  of  education  offered — particularly  there 
will  be  great  expansion  in  adult  education  as  the  need  is  realized  for 
training  our  present  adults  as  citizens  now. 
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There  are  three  forces  at  work  bringing  about  changes  in  the  field 
of  elementary  education  according  to  Miss  Mildred  Dawson:  (1)  the 
world  outside — industrial  changes ;  (2)  the  child  study  movement  where 
emphasis  is  on  the  development  of  the  individual  according  to  his  capa¬ 
city  and  needs;  and  (3)  the  belief  in  a  democratic  world.  Progress  is 
somewhat  retarded  at  the  present  time  by  three  influences:  (1)  tremen¬ 
dous  increase  in  school  population;  (2)  teacher  shortages;  and  (3) 
increased  costs. 

Changes  in  elementary  education  have  been  made  both  in  adminis¬ 
trative  and  instructional  procedures.  Inservice  training  programs  and 
workshops  are  a  recent  development  to  aid  the  teacher  in  improving  her 
techniques  and  instruction.  There  is  greater  emphasis  on  public  rela¬ 
tions  as  a  part  of  the  school  program.  There  is  more  stress  on  super¬ 
vision.  A  newer  type  of  report  card  is  being  developed.  Emphasis  is 
on  the  whole  child  working  according  to  his  ability  with  frequent  use  of 
inventory  methods  to  check  on  progress  and  to  ascertain  weaknesses  that 
need  correction.  Belief  in  learning  as  an  active  process  and  that  a  child 
learns  if  he  understands  the  meaning  is  the  underlying  philosophy  of 
elementary  education. 

Dr.  Rice  stated  that  progress  in  the  secondary  field  has  not  been 
as  rapid  as  in  the  elementary  schools.  Formerly,  secondary  schools  were 
rather  selective.  Now  more  children  remain  in  school  for  a  longer  period 
of  time.  Yet  the  secondary  schools  have  been  slow  to  adapt  the  cur¬ 
riculum  to  the  needs  of  the  pupils  now  in  attendance.  Teachers  in  the 
secondary  field  have  tended  to  remain  subject-minded  although  there  is 
gradually  developing  a  shift  in  emphasis  from  subject  matter  areas  to 
thinking  in  terms  of  attaining  goals,  keeping  individual  differences  in 
mind. 

Special  consideration  of  the  status  and  problems  of  school  secre¬ 
taries  revealed  a  recognition  of  the  need  for  special  training  for  school 
secretaries  but  a  lack  of  agreement  as  to  what  was  most  desirable.  At 
the  present  time  we  are  in  an  experimental  stage — attempting  to  dis¬ 
cover  what  type  of  course  offers  the  most  to  school  secretaries  in  improv¬ 
ing  professionally.  Concentration  on  improvement  in  three  general  areas 
was  recommended. 

1.  Personal  Competence,  which  includes 

a.  Physical,  mental,  and  emotional  health 

b.  Technical  skills 

c.  Efficient  flow  of  work 

2.  Professional  Competence,  which  includes 

a.  Educational  background 

b.  Occupational  intelligence 

3.  Public  Relations 

a.  Within  the  school 

b.  With  the  community 

It  was  emphasized  that  we  must  understand  the  relationship  of  our 
particular  part  of  the  work  to  the  general  educational  structure. 

In  discussing  modern  secretarial  practices.  Dr.  Freeman  stressed 
that  secretaries  should  be  business-like — cordial  but  efficient  being  the 
keynote.  The  office  should  be  well  organized  for  efficient  functioning  of 
the  entire  organization.  The  secretary  should  utilize  labor-saving  devices 
and  avail  herself  of  all  possible  short-cuts  to  conserve  effort. 
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Dean  Kendall  in  his  talk  on  relations  with  the  school  staff  indicated 
that  there  is  a  definite  trend  toward  greater  group  planning — that  the 
final  judgment  of  the  group  is  far  better  than  that  which  can  be  made 
by  any  one  person.  In  this  group  planning,  the  secretary  can  take  an 
active  part.  Dean  Kendall  stressed  the  strategic  role  of  the  school  secre¬ 
tary  and  the  opportunity  she  had  to  aid  in  the  development  of  good  staff 
relationships.  The  school  secretary  should  not  identify  herself  with  any 
one  group  or  clique  in  a  school  system  but  should  remain  friendly  to  all 
and  endeavor  to  relieve  tensions  whenever  observed  among  members  of 
the  staff. 

Counseling  is  a  comparatively  new  field  and  should  be  administered 
by  trained  personnel.  Dr.  Landy  stated  that  a  school  secretary’s  par¬ 
ticipation  in  the  program  was  dependent  upon  certain  controlling  factors: 
(1)  the  size  of  the  school;  (2)  the  extent  of  the  program;  and  (3)  the 
secretary’s  own  personality  and  background.  There  are  many  ways, 
however,  in  which  a  secretary  can  aid  in  the  counseling  program.  She 
can  create  a  desirable  atmosphere.  She  should  be  friendly  but  not  inti¬ 
mate  with  students.  She  should  see  that  records  are  kept  accurately 
and  remain  confidential.  She  can  make  available  up-to-date  information 
on  colleges  and  she  can  do  much  of  the  preliminary  work  for  the  inter¬ 
view,  seeing  that  all  available  information  has  been  obtained  and  is  at 
the  counselor’s  disposal. 

In  the  field  of  world  affairs.  Dr.  Urban  indicated  that  it  was  not  too 
happy  a  picture  at  the  present  time.  It  is  a  fight  for  power  of  the  east 
vs.  the  west — democratic  ideals  vs.  totalitarianism.  Our  present  dilemma 
is  how  to  get  peace  on  a  moral  basis.  Mr.  Young  emphasized  that  the 
problem  of  economic  understanding  is  not  a  problem  of  the  American 
people  but  of  the  world.  We  believe  in  a  democracy  which  stresses  the 
inherent  value  of  the  individual,  the  rule  of  the  majority,  equality  before 
the  law,  and  a  protection  of  civil  rights  of  individuals.  We  are  living 
in  a  world  of  two  philosophies.  We  must  make  our  system  so  strong 
that  the  majority  of  the  peoples  of  the  world  will  desire  our  type  of 
philosophy.  We  cannot  be  isolationists.  We  must  change  our  thinking. 
We  must  keep  our  nation  prosperous  but  we  must  realize  also  that  the 
world’s  economic  problem  is  ours.  We  must  take  part  in  the  world’s 
economic  system. 

Mr.  Howard  Richardson  told  of  the  importance  of  keeping  physically 
fit  for  the  job,  of  realizing  what  you  can  and  cannot  do,  of  understanding 
healthful  living,  of  learning  how  to  protect  yourself  against  undesirable 
emotional  reactions,  of  the  importance  of  proper  recreational  activity, 
and  of  developing  dynamic  health.  And  in  the  field  of  leisure  time  activi¬ 
ties,  Dr.  Percie  Turner  explored  the  world  of  books.  She  believes  that 
you  should  read  the  type  of  book  you  enjoy  and  not  read  a  book  just 
because  it  has  been  recommended.  However,  she  believes  in  reading  for 
enlargement  of  experience — books  on  racial  problems,  books  containing 
information  on  sections  of  the  world  with  which  we  are  unfamiliar. 
Reading  should  not  be  confined  to  fiction.  Books  such  as  the  “Lowells 
and  Their  Seven  Worlds’’  should  be  made  a  part  of  our  reading  experience. 
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Textbooks  Wearing  Out  Before  They  Should 
Is  Preventable  Waste 


HOLDEN  BOOK  COVERS 

— strong  and  durable — waterproof  and  weatherproof 
receive  the  daily  wear  and  handling 
— instead  of  the  books 

and  extend  their  usefulness  one  to  three  years 

Holden  Covers  on  textbooks  save  many  dollars  annually  which 
may  be  used  for  the  purchase  of  new  textbooks  and  other 
equipment. 

Samples  Free 

Holden  Patent  Book  Cover  Co. 

Miles  C.  Holden,  President  Springfield,  Mass. 


The  Reader^s  Digest 


There  is  no  charge  to  teachers  for  this 
complete  educational  service.  Students 
are  granted  a  special  rate  of  15^^  a  copy 
(a  40%  reduction  from  the  regular  price 
of  the  DIGEST),  and  each  copy  contains 
the  16-page  Reading  Improvement  In¬ 
sert.  Each  teacher  receives  not  only  a  jree 
desk  copy  of  the  DIGEST  every  month, 
but  also  a  free  24-page  Teaching  Guide. 

The  representatives  of  the  Educational  Department  of  The  Reader’s  Digest  deeply 
appreciate  the  many  courtesies  that  School  Secretaries  throughout  the  nation  have 
shown  them,  and  hereby  express  to  those  School  Secretaries  their  warmest  thanks. 

ilducational  Department,  The  Reader’s  Digest 

353  FOURTH  AVENUE,  NEW  YORK  10,  NEW  YORK 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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The  formal  program  concluded  with  the  talk  on  “Living  in  the  Begin- 
ning  of  an  Era”  by  Charles  Virtue.  Dr.  Virtue  stressed  the  present  use 
of  power  and  the  social  inter-dependence  of  the  world.  These  had  result¬ 
ed  in  less  differences  between  urban  and  country  life  and  in  better  stand¬ 
ards  of  living.  The  world  has  come  to  understand  things  but  we  do  not 
yet  understand  people.  And  we  in  the  United  States  have  less  under¬ 
standing  of  people  than  the  rest  of  the  world — we  are  more  interested 
in  our  automobiles  than  in  our  neighbors.  What  we  need  most  of  all  is  a 
greater  faith  in  God — faith  as  a  source  of  courage  and  way  of  inspiring 
us  to  continue  to  believe  in  the  possibilities  of  creative  living. 

In  addition  to  the  formal  program,  three  small  working  groups  were 
formed  for  the  discussion  of  specific  problems.  It  was  discovered  that 
certain  common  problems  existed  for  all,  whether  employed  in  a  prin¬ 
cipal’s  office  or  a  superintendent’s  office.  One  all-important  problem  is 
that  of  public  relations.  It  is  believed  that  the  secretary  is  an  important 
cog  in  maintaining  proper  relations  with  parents,  students,  salesmen, 
teachers,  and  others  on  the  professional  staff.  The  secretary’s  motto 
should  be  “to  serve”  but  not  in  excess — she  should  be  cordial  but  efficient. 
It  was  considered  desirable  for  the  secretary  to  participate  in  civic  groups 
and  assume  responsibility  as  a  citizen  in  the  community.  A  second  im¬ 
portant  problem  common  to  all  is  the  development  and  preservation  of 
adequate  records  and  record  systems.  The  secretary  can  aid  greatly  in 
the  planning  of  new  record  systems  and  in  seeing  that  records  are  kept 
up-to-date  with  changing  conditions. 

The  recreational  side  of  the  program  was  not  neglected.  Through 
the  expert  aid  of  Miss  Virginia  Ames,  Social  Director  of  the  Summer 
Session,  several  activities  were  planned.  The  famous  summer  theatre 
in  Lakewood  was  visited,  also  the  summer  theatre  at  Bar  Harbor,  as  well 
as  enjoying  a  two-hour  boat  trip  around  Mt.  Desert  Island  and  the  ride 
along  the  ocean  drive  to  the  famous  Thunder  Hole. 

Too,  the  opportunity  to  participate  in  campus  life  added  much  to 
the  enjoyment  of  the  w'eek.  The  59  members  of  the  Workshop  group 
were  housed  in  four  different  residence  halls. 

For  all  who  attended,  it  was  a  most  stimulating  and  enjoyable 
experience. 


Quickly  Pays for  Itself” 


Clean,  black  notes  made  with  sharpened 
save  time  —  prevent 


pencils  save  eyes  _ _ 

costly  mistakes.  That’s  why  many  officei 
now  have  an  Automatic  Pencil  Sharpener 
on  every  desk  .  .  .  Automatic  CUTTERS 
— deeply  undercut  for  free  shavings  flow 
— offer  years  of  quick,  efficient  service. 
Pencil  stop  feature  saves  pencils... 
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Our  plea  for 
suggestions  for 
the  May  issue 
brought  forth 
several  gratifying 
responses.  The 
girls  who  sent 
them  in  may  be 
startled  to  find 
their  names  in 
print,  but  I  was  so  pleased  with  the 
response  that  I  feel  credit  should 
be  given  to  these  alert  secretaries. 

M.  Ruth  Whitcomb,  Secretary  in 
the  Office  of  Curriculum  Develop¬ 
ment,  Long  Beach  Public  Schools, 
Long  Beach,  California,  made  the 
following  contributions : 

“Do  not  leave  an  unfinished  sten¬ 
cil  in  the  machine  over  night.  The 
oils  and  chemicals  in  the  stencil  are 
easily  absorbed  by  the  rubber  cyl¬ 
inder  and  feed  rolls,  causing  them 
to  swell.  The  swelling  causes  ‘tree¬ 
ing’  of  the  carbon  paper,  smudge  on 
the  carbon  copies,  and  lots  of  paper 
trouble. 

“Have  you  ever  heard  of  the 
Seneca  Secretary  Ruler  made  by 
Seneca  Falls  Rule  and  Block  Com¬ 
pany,  Inc.,  Seneca  Falls,  New  York? 
We  shall  give  a  few  items  from  the 
descriptive  material  accompanying 


the  ruler.  It  is  a  ‘layout’  ruler, 
having  four  scales:  two  scales  for 
counting  typewritten  characters, 
using  the  ‘spaces’  scale,  one  for  pica 
or  standard — 10  to  an  inch,  and  one 
for  elite — 12  to  an  inch;  the  third 
scale  for  counting  perpendicular 
typewritten  lines :  6  to  the  inch  for 
single  spacing,  three  to  the  inch  for 
double;  the  fourth  scale  for  meas¬ 
uring  by  standard  measure — six¬ 
teenth-inch  rule.  One  edge  is  cellu¬ 
loid,  which,  according  to  the  com¬ 
pany’s  claim,  is  invaluable  in  ruling 
double  lines,  the  first  with  the  pen 
upright,  then  slightly  inward.  Thus 
you  can  see  the  second  line  through 
the  celluloid  while  you  are  ruling. 
The  other  edge  is  brass  and  is 
slanted  for  cutting  paper.” 

Alberta  F.  Donahue  of  the  School 
Department  of  Falmouth,  Massa¬ 
chusetts,  suggests  the  following 
two  handbooks  for  greater  effi¬ 
ciency  : 

“The  Handbook  of  Social  Corres¬ 
pondence”  and  “The  Secretary’s 
Handbook,  A  Manual  of  Correct 
Usage”,  both  by  Sarah  Augusta 
Taintor  and  Kate  M.  Monro  and 
published  by  The  Macmillan  Com¬ 
pany. 
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Rebecca  Mayerowitz,  Senior  Sec¬ 
retary  of  the  Bartram  High  School, 
Philadelphia,  Pennsylvania,  has 
sent  us  a  complete  description  of 
the  value  of  a  ‘tickler’  file: 

“This  is  a  legal  size  file  box 
which  opens  on  one  long  side.  It 
is  fitted  with  guide  cards  for  each 
month  and  for  each  day  from  the 
1st  to  the  31st.  In  it  are  kept 
copies  of  routine  letters  to  parents 
or  community,  instructions  to  De¬ 
partment  Heads  and  teachers,  etc. 
For  instance,  there  is  a  sheet  of 
daily  reminders,  weekly  and  month¬ 
ly  memos,  and  one  or  more  sheets 
for  term  reminders,  also  lists  of 
details  to  be  followed  in  connection 
with  the  many  and  varied  activities 
of  the  school. 

“At  the  beginning  of  the  current 
month,  I  distribute  the  material  for 
that  month  within  the  set  of  daily 
guide  cards  and  work  on  it  day  by 
day. 

“When  all  the  items  for  a  par¬ 
ticular  time  of  the  term  are  com¬ 
pleted,  for  example,  all  the  items 
to  be  taken  care  of  in  September 
are  completed  and  will  not  be  need¬ 
ed  again  until  February,  I  put  them 
in  the  file  for  February. 

“I  have  found  this  file  very  help¬ 
ful  in  following  up  the  numerous 
details  of  work  to  be  done  by  the 
office  in  connection  with  school 
activities. 

“In  addition,  it  serves  another 
very  helpful  purpose.  When  I  am 
absent,  the  secretary  delegated  to 
take  charge  of  the  office  knows 
what  must  be  done  by  referring  to 
the  file  for  the  particular  day  or 
month.” 

You  would  think  that  Esther 
Duretz,  in  the  Division  of  Pupil 
Personnel  and  Counseling,  would 


have  enough  to  do  taking  down  on 
the  typewriter  my  halting  phrases 
and  mild  stutterings  without  think¬ 
ing  of  other  efficiencies.  But  no, 
in  the  middle  of  all  this,  she  pops 
in  with  the  following  suggestion: 

“A  fresh  bottle  of  typewriter 
cleaner  will,  in  an  emergency,  take 
care  of  any  spots  you  get  on  your 
clothes,  etc.” 

Isabella  0.  Spillman  of  Martins- 
burg.  West  Virginia,  sent  me  a 
couple  of  good  ideas: 

“Try  using  linen  gummed  tape 
on  rough  corners  of  your  desk  or 
chair.  This  might  help  to  keep 
your  nylons  from  snagging. 

“I  have  found  plastic  coils  for  my 
telephone  wires  very  helpful  in 
keeping  them  from  twisting.  You 
have  a  wide  variety  of  colors  to 
choose  from  and  they  are  very  in¬ 
expensive. 

“I  find  that  ‘20,000  Words 
Spelled,  Divided,  and  Accented’ 
published  by  Leslie  Gregg  Publish¬ 
ing  Company,  New  York,  is  a  most 
helpful  book  to  have  around. 

“I  find  folders  for  storing  used 
stencils  for  future  use  very  help¬ 
ful.  These  can  be  run  through  the 
mimeograph,  thus  having  a  copy  of 
what  is  on  the  stencil  right  on  the 
front  of  the  folder.” 

We  in  Philadelphia  use  a  Stencil 
Book  File  to  hold  the  stencil  folders 
mentioned  by  Isabella  Spillman.  We 
find  it  very  useful  and  easy  to  get 
at;  they  can  be  purchased  at  the 
Office  Device  Company,  802  Chest¬ 
nut  Street,  Philadelphia,  Pennsyl¬ 
vania. 

I  hope  you  all  come  back  well  and 
rested  from  your  summer  vacations 
and  with  renewed  ideas  to  send  to 
the  Efficiency  Exchange! 
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Well  here  I 
am  in  Chicago ! 
I  know  that 
most  of  you 
read  way  back 
last  June  that 
my  boss,  Dr. 
Herold  C.  Hunt, 
had  been  ap¬ 
pointed  to  the 
newly  created 

Frances  [.  Rosenthal  offiCe  of  Gen¬ 

eral  Superintendent  of  Schools  of 
the  City  of  Chicago.  After  a  ten- 
year  association  with  Dr.  Hunt  in 
New  Rochelle,  New  York,  and  Kan¬ 
sas  City,  Missouri,  I  was  of  course 
not  surprised,  but  nevertheless  de¬ 
lighted,  when  he  arranged  for  me 
to  continue  to  serve  as  his  secre¬ 
tary  in  the  new  post.  He  is  a  won¬ 
derful  person  to  work  with  and  I 
feel  genuinely  privileged  in  the 
opportunity  to  do  so.  That  the  posi¬ 
tion  here  in  Chicago  is  a  challeng¬ 
ing  one  there  can  be  no  question. 
We  are  delighted  in  the  opportu¬ 
nity,  however,  and  appreciate  the 
intense  interest  and  stimulation  of 
the  job.  We  hope  we’ll  be  able  to 
merit  the  confidence  that  has 
brought  us  here. 

Those  last  two  months  in  Kansas 
City  were  busy  ones,  as  you  can 
imagine.  There  was  a  job  to  make 
ready  for  someone  else  to  take 
over,  an  apartment  to  pack  up,  and 
a  motor  trip  to  make  to  bring  my 
car  and  me  to  Illinois.  There  was 
of  course  the  usual  round  of  “fare¬ 
well”  parties  and  my  many  Mis¬ 
souri  friends  were  most  generous. 
How  I  hated  to  part  from  them! 
But  the  assurance  of  continuing. 


though  less  frequent,  contacts  is 
encouraging  and  I’m  looking  for¬ 
ward  to  many  good  visits  with 
many  of  them. 

In  all  the  rush,  I  managed  to  get 
in  the  required  number  of  solo 
hours  and  qualify  for  my  private 
pilot’s  license.  That  meant  more 
flying  to  “take  up”  all  the  gals  and 
boys  who  had  been  waiting  for  me 
to  be  allowed  to  take  passengers. 
What  fun  it  all  was,  but  how  busy 
it  kept  me !  And  did  it  pile  up  my 
flying  time!  I’ll  have  you  know 
I’ve  now  passed  the  one-hundred- 
hour  mark. 

I  got  to  Chicago  during  the  week 
of  the  Northwestern  Workshop  and 
what  an  opportunity  that  was  to 
meet  NASS  members  from  all 
over !  Martha  Luck  was  wonderful 
to  arrange  a  glorious  dinner  per¬ 
mitting  me  to  get  to  know  gals 
with  whom  I’ve  corresponded  for  a 
long  time.  I,  of  course,  was  happy 
in  the  privilege  of  showing  them 
about  my  new  and  very  luxurious 
office.  It’s  a  beauty  and  there’s  an 
open  invitation  to  all  of  you  to 
“come  see  me”. 

Although  I’m  here  in  a  new  loca¬ 
tion,  I  feel  just  as  close  if  not  closer 
to  all  of  you.  Your  bulletins  and 
papers  have  followed  me  and  in 
keeping  up  with  what’s  doing  over 
the  country  I’ve  realized  that  al¬ 
though  I’m  in  a  new  city  I  still  be¬ 
long  to  the  NASS  and  am  included 
in  its  membership  which  is  nation¬ 
wide.  It’s  a  grand,  homey  feeling 
being  always  among  friends — I’m 
most  grateful  to  and  for  the  Asso¬ 
ciation. 
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A  Happy  Year  to  Our  Friends— 

the  School  Secretaries! 

jyjAY  this  school  year  bring  pleasure  to  all  of  you. 

For  your  thoughtful  kindness  to  our  repre¬ 
sentatives  we  are  very  grateful,  and  we  shall  each 
do  our  best  to  reciprocate  your  many  courtesies. 

BOSTON  17 

NEW  YORK  11 

We  hope  you’ll  be  as  glad  to  see  our  repre¬ 
sentative  as  he  will  be  to  meet  you  once  more! 

CHICAGO  16 

ATLANTA  3 

DALLAS  1 

COLUMBUS  16 

SAN  FRANCISCO  5 

TORONTO  5 
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But  to  bring  you  up  to  date  on 
what’s  what,  here’s  for  our  quick 
trip  over  the  nation,  state  by  state, 
as  the  reports  have  come  in — 

Arizona 

From  the  Arizona  Gazette  of 
August  the  following  is  quoted : 

“Mrs.  Grace  Holt  has  returned 
from  a  month’s  trip  which  took  her 
to  several  cities  in  the  east  and  to 
meetings  with  various  groups  in 
which  she  holds  membership. 

“In  Chicago,  Ill.,  Mrs.  Holt  at¬ 
tended  a  meeting  of  the  National 
Association  of  School  Secretaries, 
of  which  she  has  been  a  board 
member  for  six  years.  In  Colum¬ 
bus,  Ohio,  the  president  of  the 
Columbus  Business  and  Profession¬ 
al  Women’s  Club  entertained  her  at 
a  gala  party  which  was  attended 
by  all  local  committee  chairmen 
and  officers  and  some  national  offi¬ 
cers,  and  Mrs.  Holt  made  an  ad¬ 
dress  on  parliamentary  procedure. 
She  formerly  held  the  post  of  par¬ 
liamentarian. 

“Another  address  on  the  same 
topic  was  given  in  Boone,  la.,  at  the 
request  of  the  B.  P.  W.  Club  presi¬ 
dent  there,  who  entertained  her  at 
a  dinner. 

“In  Kansas  City,  Mo.,  the  presi¬ 
dent  of  the  National  League  of 
American  Pen  Women,  Alma  Robi¬ 
son  Higbee,  gave  a  luncheon  for 
Mrs.  Holt,  who  was  called  upon  for 
an  address  concerning  achieve¬ 
ments  of  the  Phoenix  branch,  of 
which  she  is  president.’’ 

Nice  going,  Grace,  and  what  a 
busy  and  worthwhile  life  you  lead ! 
*  *  * 

California 

The  Newsletter  of  the  Secretar¬ 
ial  Association  of  the  Los  Angeles 
City  Schools  reports  the  following 
interesting  activities  of  that  group : 

“The  Fashion  Show  held  at 
Berendo  Junior  High  on  the  even¬ 
ing  of  March  11  was  a  great  suc¬ 


cess.  Credit  goes  to  Mary  Ball  of 
South  Gate  Junior  High  for  making 
arrangements  with  the  Broadway 
Department  Store  to  put  on  this 
show  and  for  obtaining  the  Aye- 
Nine  Girls  Trio  of  her  school  to 
furnish  music.  Thanks  go  also  to 
Mary  Bremer  of  Lincoln  High  who 
was  in  charge  of  the  refreshments 
served  after  the  fashion  parade. 

“Under  the  direction  of  Elsa 
Peterson,  Fashion  Coordinator,  and 
Dale  Newton  Whitney,  Commen¬ 
tator,  of  the  Broadway  new  styles 
were  shown  by  members  of  the 
modeling  class  of  the  Frank  Wig¬ 
gins  Trade  Evening  School. 

“Evelyn  Corbett,  President,  ex¬ 
plained  progress  on  several  prob¬ 
lems  that  the  Association  has  pre¬ 
sented  to  the  Employee  Relations 
Council  and  to  other  authoritative 
groups.’’ 

The  Institute  for  Los  Angeles 
Secretaries  must  have  been  a 
knockout.  Here’s  the  account: 

“With  all  school  offices  closed 
and  only  skeleton  staffs  on  duty  in 
the  Administrative  Offices,  office 
personnel  attended  the  Annual  In¬ 
stitute  on  March  31.  For  many  em¬ 
ployees,  this  was  a  first  opportu¬ 
nity  to  visit  the  new  administrative 
building,  and  following  the  formal 
sessions  in  the  Auditorium,  time 
was  provided  for  inspecting  the 
various  Divisions  and  Sections. 

“The  first  morning  session  was 
called  to  order  by  Assistant  Super¬ 
intendent  Webb,  who  introduced 
Frederick  P.  Woellner,  Professor  of 
Education  at  U.C.L.A.  Dr.  Woell¬ 
ner  spoke  on  ‘The  Larger  View’  and 
completely  captivated  his  audience. 
His  optimism  in  the  face  of  nation¬ 
al  pessimism  was  most  cheering. 

“Following  a  brief  intermission 
for  coffee,  a  motion  picture  on 
‘Telephone  Courtesy’  was  shown. 
Introduced  by  Mr.  Haviken,  Con¬ 
troller,  was  Robert  Slaughter,  Ad¬ 
vertising  Manager  for  the  Gregg 
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Publishing  Company,  who  present¬ 
ed  ‘New  Ideas  for  the  Improvement 
of  Office  Procedure’.  Mr.  Slaughter 
is  a  booster  for  the  National  Asso¬ 
ciation  of  School  Secretaries  and 
his  commendation  of  this  group 
was  appreciated.  He  suggested 
that  in  endeavoring  to  improve 
office  procedures,  the  first  step  is 
to  eliminate  all  unnecessary  items ; 
then  simplify  those  processes 
which  are  determined  necessary. 
He  reported  that  the  American 
Association  of  Standards  is  making 
a  study  of  all  aspects  of  office  pro¬ 
cedures,  the  results  of  which  should 
be  of  interest  to  all  of  us. 

“Too  much  praise  cannot  be  giv¬ 
en  to  the  Central  Test  Cafeteria, 
as  well  as  the  many  others  in  the 
central  offices  who  helped  in  the 
planning  and  serving  of  the  lunch¬ 
eon.  About  six  hundred  more  than 
usual  were  served,  and  there  was  a 
minimum  of  waiting  and  no  confu¬ 
sion,  so  that  the  afternoon  sessions 
were  able  to  start  on  time.  During 
the  luncheon  period,  gorgeous  color 
travel  pictures  were  shown  in  the 
Auditorium. 

“Introduced  by  Chief  Deputy 
Superintendent  Travers,  Mr.  Ker¬ 
sey  was  the  speaker  of  the  after¬ 
noon.  Topics  he  elaborated  upon 
were  ‘YOU  are  a  part  of  it  all’,  rela¬ 
tionships  with  the  staff,  morale  (a 
lot  of  little  things)  and  security, 
and  public  relations.  As  a  basic 
rule  for  operation,  in  the  absence 
of  specific  directions,  always  re¬ 
member  that  the  schools  are  for 
the  purpose  of  serving  the  needs  of 
the  child  in  the  best  possible  man¬ 
ner. 

“Concluding  the  day’s  sessions, 
everyone  spent  the  last  hour  visit¬ 
ing  the  various  offices.  Of  particular 
interest  were  the  Automatic  Sort¬ 
ing  and  Typing  Machines  in  the 
Ck)ntrolling  Division,  the  mechani¬ 
cal  equipment  in  the  Tabulating 
Unit,  the  Reproductions  Unit,  and 
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the  well-known  mural  in  the  meet¬ 
ing  room  of  the  Board.  It  was  very 
pleasant  to  meet  many  persons 
with  whom  we  do  much  business 
by  telephone.  Every  office  was  hos¬ 
pitable  with  its  spic-and-span  fresh¬ 
ness  and  gaily  decorated  with 
bright  flowers. 

“This  Institute  was  a  most  suc¬ 
cessful  day  and  the  school  person¬ 
nel,  especially,  were  grateful  for 
the  opportunity  of  spending  a  day 
‘on  the  hiir.” 

And  here’s  a  group  of  profes¬ 
sional  recommendations  drawn  up 
by  L.A.  elementary  clerks — they’re 
worth  considering  nation-wide: 

“Meeting  with  Mrs.  Myra  Nel¬ 
son,  District  Assistant  Superin¬ 
tendent  for  the  South  Area,  a  com¬ 
mittee  of  elementary  clerks  has 
made  the  following  recommenda¬ 
tions  : 

“That  a  committee  of  elementary 
clerks  meet  with  representatives  of 
the  Elementary  Principals  Club  and 
Standardization  Committee  to  re¬ 
vise  the  supply  list  to  include  need¬ 
ed  items  (such  as  carbon  paper  to 
fit  large  size  reports  and  forms) 
and  to  revise  some  printed  forms. 

“That  printed  forms  and  cards 
be  ruled  to  typewriter  spacing. 

“That  a  uniform  procedure  for 
listing  names  on  all  reports  be 
used — surname  first,  or  surname 
last  on  all. 

“That  one  office  be  designated 
where  all  report  forms  may  be  or¬ 
dered,  regardless  of  their  origin  or 
destination. 

“That  in  the  upper  left-hand  cor¬ 
ner  of  all  reports  notation  be  made 
where  forms  are  to  be  sent  and 
number  of  copies  required. 

“That  only  one  school  be  on  a 
telephone  line,  and  that  public  pay 
phones  be  installed  in  each  school. 

“That  Cadet  Training  in  school 
offices  be  extended  from  two  days 
to  one  week. 


“That  address  and  salary  rating 
be  included  on  assignment  orders 
for  teachers  on  long-term  illness 
leaves ;  that  salary  rate  appear  on 
authorization  for  day-to-day  sub¬ 
stitutes. 

“That  a  semester’s  supply  of 
forms  of  all  reports  be  sent  to  the 
school. 

“That  a  meeting  of  office  person¬ 
nel  be  arranged  once  each  semester 
with  the  District  Superintendent. 

“That  one  visiting  day  a  year  be 
allowed  clerks  in  elementary 
schools. 

“That  clerks  cashiering,  counting 
and  banking  cafeteria  money  be  al¬ 
lowed  the  same  lunch  as  is  given 
student  helpers  for  30  minutes’ 
work.’’ 

*  *  * 

District  of  Columbia 

Agnes  Hill  reviews  last  year’s 
activities  of  the  Secretarial  Asso¬ 
ciation  of  the  District  of  Columbia 
in  the  following  interesting  way: 

“The  four  regular  meetings 
which  were  held  during  the  past 
year  proved  to  be  very  pleasant 
occasions.  They  began  with  the 
October  meeting  at  Franklin  at 
which  time  Miss  LaSalle  was  our 
speaker,  and  ended  with  the  June 
dinner  give  in  honor  of  Miss  M. 
Alvina  Carroll  at  the  Washington 
Golf  and  Country  Club.  All  of  the 
girls  who  served  on  the  commit¬ 
tees  for  these  pleasant  affairs  did 
an  excellent  job  and  deserve  our 
special  thanks.  It  has  certainly 
been  a  help,  as  well  as  an  inspira¬ 
tion  to  me  as  President,  to  have  so 
many  loyal  members  willing  to  as¬ 
sume  the  responsibilities  for  these 
delightful  occasions. 

“The  Workshop  which  ran  for 
three  consecutive  Thursday  even¬ 
ings  during  April  and  May  was  our 
professional  effort  for  the  year  and 
while  it  left  much  room  for  im¬ 
provement,  we  feel  that  it  did  ful- 
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I  fill  its  main  purposes  of  making  us 
better  acquainted  with  our  school 
officers,  giving  us  a  clearer  picture 
of  how  our  school  system  operates 
and  defining  for  us  the  specific 
duties  and  responsibilities  of  the 
various  offices. 

“It  is  our  intention  to  mimeo¬ 
graph  copies  of  the  minutes  of  all 
three  of  these  meetings,  so  that  all 
of  us  may  have  the  opportunity  to 
read  them  at  our  leisure  and  begin 
putting  into  practice  the  many 
helpful  suggestions  that  were  given 
to  us. 

"The  professional  recognition 
which  has  been  accorded  our  group 
this  year  is  something  of  which  we 
may  all  be  proud.  As  you  know, 
we  were  one  of  the  sponsoring 
organizations  for  the  Spring  lunch¬ 
eon  given  by  all  of  the  educational 
associations  of  the  District  and  we 
were  also  called  on  to  participate 
in  the  tea  which  was  given  for  Dr. 
Reed.  We  must  strive  to  maintain 
these  gains  and  be  worthy  of  them. 
One  of  the  ways  in  which  we  can 
do  this  is  by  supporting  the  Na¬ 
tional  Association  which  has  done 
so  much  toward  securing  this  pro¬ 
fessional  standing  for  school  secre¬ 
taries  throughout  the  country. 
Those  of  us  who  attended  the  con¬ 
vention  in  Atlantic  City,  realized 
as  never  before,  how  far  we  have 
come  in  securing  this  recognition 
from  leading  educators  all  over  the 
nation. 

“To  continue  that  progress  we 
should  all  take  a  few  minutes  to 
think  about  some  of  the  things  we 
would  like  to  have  the  Association 
do  next  year  and  then  follow- 
through  by  letting  us  hear  about 
them.  It  is  only  when  the  officers 
and  executive  committee  are  aware 
of  what  the  ideas  are  that  we  can 
begin  to  make  plans  for  putting 
some  of  them  into  practice.  Help 
us  in  this  way  really  to  make  the 
Association  one  that  will  merit  en- 
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thusiastic  support  and  attendance 
from  all  of  the  secretaries  in  the 
public  schools  of  Washington,  D.C.” 

A  more  detailed  report  of  the 
DC  Workshop  describes  it  as  fol¬ 
lows: 

“Sixty  secretaries  attended  the 
Workshop  sessions.  We  don’t  have 
as  large  an  attendance  as  that 
when  we  offer  them  food!!  Can  it 
be  that  they  crave  ‘learning’,  or  is 
it  the  handsome  officer  they’re  in¬ 
terested  in?? 

“The  purposes  of  the  Secretarial 
Workshops,  the  first  of  which  was 
organized  in  the  spring  of  1946, 
are  as  follows : 

1.  To  increase  efficiency  of  mem¬ 
bers  and  thereby  provide  greater 
service  to  the  public  and  the  public 
schools. 

2.  To  secure  a  better  understand¬ 
ing  of  how  the  public  school  sys¬ 
tem  operates. 
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3.  To  get  a  clearer  definition  of 
the  duties  and  responsibilities  of 
each  office. 

4.  To  meet  and  become  better 
acquainted  with  the  school  officers. 

“The  three  Workshop  meetings 
on  April  17,  April  24,  and  May  1 
were  presided  over  by  President 
Agnes  Hill. 

“On  April  17,  1947,  it  was  our 
pleasure  to  hear  from  Dr.  Hobart 
M.  Corning,  Dr.  Carl  F.  Hansen, 
Dr.  Carroll  R.  Reed,  Mr.  Norman  J. 
Nelson,  and  Mr.  Lawson  J.  Cantrell, 
who  gave  us  valuable  information 
on  the  work  of  their  respective 
offices.  Mrs.  Watkins  was  out  of 
town  but  sent  a  statement  about 
the  business  of  the  Secretary’s 
office. 

“On  April  24,  1947,  splendid,  de¬ 
tailed  presentations  of  the  duties 
and  functions  of  their  respective 
offices  were  made  by  Mr.  Howard 
P.  Safford,  Mr.  John  M.  Riecks,  and 
Mr.  Richard  F.  Harris. 

“At  the  end  of  each  of  the  above- 
mentioned  sessions,  the  secretaries 
had  an  opportunity  to  participate 
in  impromptu  discussion  from  the 
floor. 

“At  the  meeting  on  May  1,  1947, 
the  secretaries  held  discussions  by 
groups  in  accordance  with  their 
particular  school  level,  and  it  is  be¬ 
lieved  that  this  interchange  of 
ideas  and  information  will  bring 
worthwhile  results. 

“Many  large  business  concerns 
realize,  in  their  employee  training 
programs,  the  value  of  such  in- 
service  training  as  is  represented 
by  our  Workshops.’’ 

The  Washington  group  also  goes 
in  for  bowling  and  a  successful  sea¬ 
son  is  detailed  in  this  summary  by 
Pat  Layton : 

“The  first  year  for  the  bowling 
league  proved  to  be  a  very  success¬ 
ful  beginning.  Our  thanks  go  to 
Dottie  King  of  the  Finance  Office 
for  initiating  the  idea  at  the  Frank¬ 
lin  and  arousing  enough  spirit 


among  her  co-workers  to  make  up 
four  teams.  Each  Monday  after 
5 :00  P.  M.  one  could  find  many  per¬ 
sonalities  from  the  Franklin  over 
at  the  Almas  Temple  ‘chopping 
wood’  and  enjoying  every  minute 
of  it. 

“To  climax  the  season  the  teams 
gave  a  dinner  at  the  Iron  Gate  Inn 
to  which  all  participants  were  in¬ 
vited.  After  a  delicious  fried 
chicken  dinner  awards  were  an¬ 
nounced  by  Mr.  Weldon.  Heading 
the  list  of  Champions  was  Bill 
Kramer  for  the  men  who  copped 
first  prize  for  high  average,  107; 
high  strikes,  46;  and  high  spares, 
160.  Following  Bill  was  Ted  Wall- 
ington  who  took  first  place  for  high 
game  and  high  flat  game.  Ted  tied 
Bill  for  high  set  of  361.  For  the 
women,  Kathryn  Crim  walked  off 
with  high  average,  97 ;  high  strikes, 
21 ;  high  spares,  139;  high  set,  328; 
and  high  game,  125.  Evelyn  Har¬ 
rison  took  home  first  prize  for  high 
flat  game  of  91  for  the  ladies. 

“The  officers  for  next  year  in¬ 
clude  the  re-election  of  Mr.  Weldon 
as  president,  Kathryn  Crim  as  sec¬ 
retary,  and  Julia  Turnbull  as  treas¬ 
urer. 

“Mr.  Weldon  called  to  the  atten¬ 
tion  of  those  present  the  small  turn¬ 
out  for  next  year.  He  had  expected 
many  more  to  respond  to  his  call 
in  order  to  make  up  more  teams 
and  possibly  get  alleys  at  one  of 
the  larger  Bowling  Alleys.  This  is 
just  a  reminder  to  all  here  at  the 
Franklin  and  to  those  in  the  field— 
if  you  are  interested  and  would  like 
to  join  your  friends  in  good  clean 
sport,  contact  Mr.  Weldon  in  the 
Business  Office  at  the  Franklin.’’ 

And  then  comes  word  of  Alvina 
Carroll’s  retirement  and  the  lovely 
“forewell”  tendered  her: 

“The  June  dinner  of  the  Secre¬ 
tarial  Association  of  the  Public 
Schools  was  held  in  honor  of  Miss 
M.  Alvina  Carroll  who  retires  from 
the  school  system  on  June  30, 1947, 
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after  a  very  successful  career.  The 
dinner  was  held  on  Miss  Carroll’s 
birthday,  June  12,  at  the  Washing¬ 
ton  Golf  and  Country  Club,  There 
was  a  receiving  line  consisting  of 
Miss  Carroll,  her  two  sisters  and 
niece,  and  the  officers  of  our  Asso¬ 
ciation.  After  a  very  delicious  din¬ 
ner  Agnes  Hill  gave  a  very  fine 
tribute  to  Miss  Carroll,  A  short 
business  meeting  followed  and  the 
evening  was  then  turned  over  to 
the  committee  who  had  planned  a 
most  enjoyable  program. 

“A  play  was  given  depicting  Miss 
Carroll’s  experiences  and  activities 
while  employed  in  the  Superintend¬ 
ent’s  office.  It  was  called  Remin¬ 
iscences — or  30  Years  with  a  Tele¬ 
phone.  Pat  Layton  took  the  part 
of  Miss  Carroll,  Kathryn  Crim  the 
part  of  a  friend  who  strolled  in  the 
park  with  her,  and  Grace  Robinson 
the  narrator  and  another  friend 
who  joined  them  in  their  strolls  in 
Franklin  Park.  Betty  Ashby  and 
Jackie  Brockwell  were  the  waltzing 
matildas  who  gave  a  very  nice 
dance.  The  waltz  was  particularly 
popular  around  1921.  Dottie  King 
and  Beverly  Tooter  gave  a  jitter¬ 
bug  dance  depicting  more  recent 
years.  The  narration  continued 
and  was  brought  up  to  the  present 
time.  , 

“At  the  conclusion  of  this  little 
drama  Grace  Robinson  presented 
Miss  Carroll  with  an  Underwood 
typewriter  as  a  gift  from  the  mem¬ 
bers  of  the  Association.  Miss  Car- 
roll’s  acknowledgment  of  the  gift 
symbolized  her  deep  and  sincere 
appreciation  of  the  thoughtfulness 
of  the  members  of  the  Secretarial 
Association.  An  enjoyable  evening 
was  had  by  all,  and  everyone  wish 
es  Miss  Carroll  long  life,  happiness, 
and  contentment.” 
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Illinois 

The  Illinois  Association  has  an¬ 


nounced  its  1947-48  officers  as  fol¬ 
lows: 

“Three  new  officers  were  named 
at  our  June  meeting.  Mrs.  Ruth 
Kimball,  Secretary  to  the  Superin¬ 
tendent  of  Schools,  Des  Plaines,  re¬ 
places  Miss  Eleanor  Boynton  as 
president. 

“Miss  Geraldine  Hegert,  Office 
Secretary  in  the  Elementary  School 
District  No,  130,  Blue  Island,  takes 
Miss  Garland  Lind’s  former  corres¬ 
ponding  secretary’s  position. 

“Miss  Virginia  Riley,  Secretary 
to  the  City  Superintendent,  Mt. 
Vernon,  will  be  the  new  treasurer, 
replacing  Mrs.  Dorothy  King, 

“Holdover  officers  include  Miss 
Feme  Roseman,  Cashier  at  the  Illi¬ 
nois  State  Normal  University,  Vice- 
president,  and  Miss  Lola  E.  Rieke, 
Secretary  to  the  Superintendent  of 
Schools,  Barrington,  Recording 
Secretary. 

“Named  to  the  advisory  council 
were  Miss  Edna  Atkinson,  Oak 
Park;  Miss  Marian  D.  Homer,  La- 
Grange,  and  Miss  Esther  M.  Sogge, 
Oak  Park. 

The  April  meeting  of  the  Illinois 
Association,  called  the  ‘Spring  Con¬ 
ference’,  was  indeed  a  fine  one.  It 
is  described  in  Notes  and  Neivs  in 
this  interesting  way: 

“The  girls  at  Normal  certainly 
kept  us  busy  at  our  last  meeting 
on  April  18,  19,  20.  We  started 
out  with  a  large  group  attending 
the  dinner  at  the  Village  Inn  on 
Friday  evening,  and  later  packed 
Dorothy  King’s  home  to  the  walls. 
The  Illinois  Hotel,  in  Bloomington, 
saw  much  of  us  going  in  and  out. 
The  group  had  breakfast  there  at 
the  ’round  table’  for  two  mornings, 
and  the  air  was  filled  with  chatter. 

“Under  the  guidance  of  Margaret 
Proctor,  we  toured  the  Milner  Li- 
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brary  Building.  She  led  us  up  the 
marble  staircase  with  brass  rail¬ 
ings  to  the  Reading  Room  on  the 
second  floor  from  which  we  stepped 
into  the  Browsing  Room ;  the 
Bibliographic  Room;  the  Carnegie 
Record  Room,  where  students  come 
to  listen  to  good  music ;  the  catalog 
room;  the  office  of  head  librarian, 
and  that  of  her  secretary.  They 
were  all  beautifully  decorated  and 
lavishly  furnished.  Fresh  cut  flow¬ 
ers  and  plants  were  in  all  rooms, 
and  upon  inquiry  we  learned  they 
were  from  the  University’s  green¬ 
house  and  every  Monday  through¬ 
out  the  year  all  executive  offices 
and  various  rooms  on  the  campus 
receive  fresh  flowers  and  plants. 
The  small  booths  belonging  to  the 
individual  graduate  students  called 
‘carols’  which  lined  one  side  of  a 
room  containing  stacks  intrigued 
us. 

“In  the  basement  the  U.  S.  docu¬ 
ments  were  filed,  along  with  news¬ 
papers  and  magazines.  A  machine 
flashed  a  microfilm  of  the  New 
York  Times  of  January  1914.  They 
have  a  complete  microfilm  file  of 
the  New  York  Times  from  Janu¬ 
ary,  1914,  to  the  present  date. 

“The  library  contained  a  debate 
room,  projection  room  seating  50, 
Library  Class  room  containing  a 
standard  library  desk  for  each  stu¬ 
dent,  the  South  and  North  Reserve 
Rooms  where  the  faculty  place 
books  on  reserve  for  their  classes 
for  two  hour  or  over-night  check¬ 
out,  a  sound-proof  typewriting 
room  for  students,  and  a  publish¬ 
ers’  room  for  displaying  new  books. 

“Our  guide  left  us  to  browse 
around  the  museum.  We  were  in¬ 
terested  in  seeing  the  model  of  ‘Old 
Main’,  a  landmark  of  the  Univer¬ 
sity,  the  top  floor  and  dome  of 
which  had  been  condemned  and  re¬ 
moved  from  the  original  building. 
Much  time  was  spent  looking  at  the 
Edna  M.  Geuffroy  collection  of  dolls. 


which  filled  one  room  of  the  mu¬ 
seum.  There  were  story  book  dolls, 
national  dolls,  character  dolls, 
period  dolls,  and  even  a  likeness  of 
Miss  Geuffroy  which  her  mother 
had  made  of  her  in  1940.  Miss 
Geuffroy,  a  teacher  at  the  Univer¬ 
sity,  had  donated  her  entire  collec¬ 
tion  to  the  University. 

“From  the  library  we  walked  to 
the  Thomas  Metcalf  School  where 
we  were  served  with  coffee  and 
doughnuts,  before  proceeding  to 
the  Library  Room  in  the  building 
for  the  business  meeting.  About 
fifty  secretaries  attended  this  Sat¬ 
urday. 

“Doctor  R.  W.  Fairchild,  Presi¬ 
dent  of  the  Illinois  State  Normal 
University,  welcomed  the  secre¬ 
taries  to  Nonnal  and  the  Conven¬ 
tion,  although  he  commented  that 
by  now  we  knew  we  were  welcome. 
Doctor  Fairchild  impressed  upon 
the  secretaries  that  the  importance 
of  the  particular  job  they  were  do¬ 
ing  depended  largely  in  relationship 
to  the  pleasure  they  got  out  of  it 
and  the  satisfaction  derived.  ‘If 
we  believe  we  are  doing  something 
important,  if  we  believe  we  are  do¬ 
ing  something  worthwhile  and  we 
are  not  just  machines,  if  we  believe 
we  can  add  to  the  happiness  of 
other  people  because  after  all  ours 
is  a  public  relation  job,  if  we  can 
go  back  to  our  work  thinking  of 
our  work  not  just  as  another  day— 
but  as  a  day  to  find  a  better  way 
to  do  things — there  will  be  happi¬ 
ness  and  betterment  in  the  things 
we  do’,  he  said. 

“Eleanor  Boynton,  President  of 
the  I.  A.  S.  S.,  thanked  the  Nor¬ 
mal  University  and  the  girls  for 
their  hospitality  and  introduced 
the  officers,  old  and  new,  of  the 
organization. 

“Elmo  Gentes,  a  student,  played 
a  number  of  selections  on  his  Vibra¬ 
phone. 
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“The  guest  speaker,  Mrs,  A.  R. 
Williams,  former  President  of  the 
Illinois  Ck)ngress  of  Parents  and 
Teachers,  was  introduced  as  Ger¬ 
trude  Nebins  Williams,  a  former 
school  secretary  of  Highland  Park. 
Mrs.  Williams  told  us  of  some  of 
her  experiences  as  a  secretary.  She 
also  emphasized  the  importance  of 
the  job  of  secretary  and  stated  that 
not  only  must  the  secretary  be 
capable  of  doing  the  office  mechan¬ 
ics  required  of  her,  but  she  must 
be  a  contact  person  between  teach¬ 
er,  principal,  and  parent,  an  infor¬ 
mation  bureau,  as  well  as  the 
fashion  plate  in  the  school  system. 

“Our  panel  discussion  for  Satur¬ 
day  afternoon,  ‘Broadening  the 
Viewpoint  of  the  School  Secretary’, 
was  led  by  Mr.  J.  W.  Carrington, 
Director  of  Training  Schools,  I.  S. 
N.  U.  Other  faculty  members  on 
the  panel  included  Miss  Margaret 
Peters,  Assistant  Professor  of  Busi¬ 
ness  Education,  and  Miss  Frances 
Conkey,  Associate  Professor  of 
Home  Economics.  Mr.  George  N. 
Wells,  Superintendent  of  Schools, 
Bloomington,  Illinois,  also  acted  on 
the  panel.  We  received  many  valu¬ 
able  aids  to  take  back  with  us  to 
our  school  offices. 

“In  the  Bamboo  Room  of  the 
Hotel  Rogers,  Bloomington,  we  had 
our  dinner  meeting.  Some  attended 
the  movie  afterwards,  others  start¬ 
ed  for  home,  and  the  rest  of  us 
drifted  down  to  Feme  Roseman’s 
for  a  restful  evening. 

“We  went  to  ‘The  Passion  Play’ 
on  Sunday.  If  you  have  not  had 
this  pleasure  try  to  include  it  in, 
during  the  season,  on  your  next 
visit  to  Bloomington.” 

An  outstanding  conference  sure¬ 
ly —  wish  we  could  all  have  at¬ 
tended. 


Maine 

The  Maine  gals  got  out  a  special 
July  issue  of  their  bulletin  to  an¬ 


nounce  their  woi’kshop  held  at  the 
University  of  Maine,  August  4-9. 
Fifty  girls  had  enrolled  and  we’re 
certain  the  program  was  most 
beneficial  and  worth  while. 

The  Maine  Bulletin,  ever  a  help¬ 
ful  medium,  included  the  following 
‘‘Ten  Tips  on  Conversation”  in  its 
July  issue.  Believing  them  worthy 
of  review  by  everyone,  we’re  quot¬ 
ing: 

‘‘1.  Work  on  Your  Speaking 
Voice.  Listen  to  a  fine  professional 
voice — a  record  or  a  radio  program 
— then  speak  the  same  lines  your¬ 
self.  How’s  your  volume — ^^too 
great,  too  small  ?  How’s  your  pitch 
— probably  too  high.  How’s  your 
speed?  Faster,  we’ll  wager,  than 
Helen  Hayes’.  All  right,  here’s 
something  to  practice  on. 

‘‘2.  Relax!  If  your  stomach’s  a 
tight  little  ball  your  voice  will  get 
out  of  control.  Take  a  series  of 
long,  deep  breaths  before  you  enter 
a  roomful  of  people.  Let  yourself 
go  purposely  limp  in  your  chair — 
no  one’ll  notice. 

‘‘3.  Be  Confident!  If  you  find 
your  confidence  ebbing  away,  de¬ 
liberately  recall  a  situation  in  which 
you  were  triumphant.  Remember 
the  elation  of  having  things  well 
under  control.  You  did  it  once. 
You  can  do  it  now. 

‘‘4.  Have  Something  to  Say! 
Actually  bone  up  for  a  conversa¬ 
tion.  Mark  an  amusing  anecdote 
or  an  interesting  news  event  with 
a  mental  note  to  use  it.  Be  sure 
you  have  the  data  straight  and  the 
punch  line  down  pat.  And  keep  a 
couple  of  good  ice-breakers  on  hand. 
Ask  a  man  what  business  he’s  in — 
and  if  it  turns  out  you  don’t  know 
a  single  thing  about  it,  follow  up 
with  some  appropriate  question. 

“5.  Act  Interested,  whether  you 
are  or  not.  Make  a  game  of  draw¬ 
ing  your  partner  out.  Pretend 
you’re  a  reporter  with  an  assign¬ 
ment  to  get  him  to  talk  about  him- 


43 


self.  ‘What  do  you  think  . . about 
anything,  is  pretty  sure  to  start 
him  talking. 

“6.  Be  attentive.  When  your 
judicious  questioning  elicits  an  an¬ 
swer,  listen.  But  think  twice  be¬ 
fore  you  start  telling  about  you. 
Strangely  enough,  your  conversa¬ 
tion  partner  is  much  more  interest¬ 
ed  in  himself. 

“7.  Keep  the  Ball  Rolling.  Try 
to  make  every  remark  require  an 
answer.  The  ‘Yes’  or  ‘no’  or  ‘how 
interesting’  kind  of  repartee  dies 
quickly. 

“8.  Be  Tactful  and  Tasteful.  Do 
not  introduce  controversial  sub¬ 
jects  or  personal  references  unless 
you’re  very  sure  of  your  ground. 
Steer  clear  of  violent  disagreement. 

“9.  Use  Flattery.  If  you’ve 
heard  that  he  plays  a  good  game 
of  golf,  mention  it. 

“10.  Smile!  It  will  make  both  of 
you  feel  better. 

*  *  * 

Michigan 

The  Detroit  Association  in  its 
monthly  Newsletter  reports  much 
interesting  activity.  The  “High¬ 
lights  of  1947”  as  reviewed  at  the 
annual  meeting  affords  a  fine  sum¬ 
mary  of  a  busy  and  worthwhile 
year: 

“Balance  in  treasury,  $43.00;  2 
Workshop  meetings  held;  Insur¬ 
ance  may  soon  be  available  on  new 
hospitalization  plan ;  Membership 
report  for  the  year,  652.  News¬ 
letter  Report  8  newsletters  sent  out 
during  year.  .  .  .  Social  Chairman, 
reports  Christmas  Party,  Spring 
Dance,  and  Annual  Meeting.  Dance 
showed  profit  of  $50.00.  Profes¬ 
sional  problems  reports:  In  some 
high  schools  records  are  now  being 
microfilmed  to  save  filing  space. 
Employees  given  permission  to  at¬ 
tend  Columbia  University  Work¬ 
shop  without  loss  of  pay.  Pre¬ 
induction  training  soon  to  be  avail- 


PIONAIRINI! 

UAith  NESBITT 


Horace  Mann,  pioneer  in  education, 
would  have  felt  a  bond  of  kinship  with 
the  pioneers  in  schoolroom  comfort,  John 
J.  Nesbitt,  originators  of 

SYNCRETIZED  AIR 


Syncretizer  Heating  and  Ventilatinf 
Units  in  America’s  schools  bring  to  pupil, 
to  teacher  and  to  school  executive  “Per¬ 
petual  June.” 


AfaHu^aci4Md 

JOHN  J.  NESBITT,  INC. 


Philadelphia  36,  Pa. 


QANFORD’S 


Almost  a  Century  of  PROVEN 
PERFORMANCE  provides  an 
unanswerable  argument  for 
the  Permanence 
and  depend¬ 
ability  of 
Sanford’s 
BLUE  BLACK 
FOUNTAIN 
PEN  INK 


The  import¬ 
ance  o  f  your 
signature  is  re¬ 
flected  in  the 
enduring  qual¬ 
ity  of  the  ink 
you  use. 


Go  to  your  STATIONER 
SANFORD  INK  CO. 

CHICAGO  NEW  YORK 
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able  for  new  employees.  Substitute 
calls  taken  at  home  by  secretaries 
now  will  be  compensated  with  extra 
time  off,  and  one  dollar  per  month 
extra  pay  for  telephone  overcalls. 
Five  working  days  now  allowed  in 
case  of  death  in  an  immediate  fam¬ 
ily.  Setting  up  of  new  Superin¬ 
tendent’s  Clerical  Committee.  In¬ 
creases  to  be  granted :  To  12-month 
employees,  $208.00  per  yr.  begin¬ 
ning  June  28.  To  43-week  em¬ 
ployees,  $172.00  per  yr.  beginning 
Sept.  1st.  Ruth  Alden  Dress  Fund 
report:  $195  and  fourteen  dresses 
given  in  1947. 

“Sixty-five  members  were  pres¬ 
ent  at  this  Annual  Meeting.  Fol¬ 
lowing  the  business  session,  light 
refreshments  were  served.” 


New  Hampshire 

Gratifying  progress  is  reported 
by  the  New  Hampshire  Association 
in  this  excerpt  from  the  “Presi¬ 
dent’s  Message” : 

“Our  organization  has  more  than 
doubled  its  membership  in  the  eight 
years  of  its  existence.  There  were 
twenty  members  present  at  the 
organization  meeting  held  at  the 
Carpenter  Hotel  in  Manchester,  on 
April  22,  1939.  We  now  have  a 
membership  of  approximately  for¬ 
ty-five.  This  growth  is  most  grati¬ 
fying.” 

The  Annual  Meeting  of  this  asso¬ 
ciation  held  last  October  was  re¬ 
ported  in  the  April  issue  of  the 
Bulletin  as  follows: 

“Miss  Marion  F.  Holmes,  Nation¬ 
al  Finance  Chairman  of  the  Nation¬ 
al  Federation  of  Business  and  Pro¬ 
fessional  Women’s  Clubs,  addressed 
the  New  Hampshire  Association  of 
School  Secretaries  at  its  annual 
meeting  held  at  Concord  High 
School  on  October  18,  1946. 

“A  luncheon  at  the  Dewey  School, 
served  by  the  School  Cafeteria  De¬ 
partment,  preceded  the  meeting. 
Attractive  place  and  name  cards 


were  made  for  the  occasion  by  the 
Special  Class  Department. 

“The  business  meeting  was  con¬ 
ducted  by  Mrs.  Myrtle  L.  Cheney, 
President.  Miss  Deborah  Kittredge. 
who  recently  resigned  from  her 
school  secretarial  position  in  Mil¬ 
ford,  was  voted  an  honorary  mem¬ 
bership.  The  Portsmouth  secre¬ 
taries  were  elected  to  publish  the 
next  two  issues  of  the  Bulletin  of 
the  association.” 

The  New  Hampshire  Bulletin 
continues  its  friendly  practice  of 
including  social  notes  and  other 
personal  items  about  the  member¬ 
ship.  That  group  is  surely  a  whole¬ 
some  homey  bunch.  There’s  a  lot 
of  “bright”  philosophy  in  it  too — 
those  gals  are  indeed  a  smiling 
bunch. 


New  Jersey 

Dorothy  Low,  President,  reviews 
the  year  for  the  New  Jersey  Asso¬ 
ciation  in  this  way: 

“Another  school  year  is  ap¬ 
proaching  its  close  and  for  our  or¬ 
ganization  it  has  brought  both  en¬ 
couragement  and  discouragement. 
However,  it  seems  to  be  a  part  of 
normal  growth  that  all  of  our  days 
should  not  be  rosy.  When  time  has 
healed  some  of  the  raw  edges  of 
the  wound  of  defeat,  and  the  pain 
of  disappointment  has  lessened,  it 
is  possible  to  look  at  it  objectively. 
Many  lessons  may  be  learned  and 
the  challenge  strengthened  really 
to  make  the  goal  next  time.  There 
must  be  a  ‘next  time’  in  our  efforts 
to  secure  pension  coverage  for 
those  in  school  work  who  do  not 
now  enjoy  that  security.  Don’t 
ever  lose  sight  of  that  goal,  please. 
Our  struggle  this  year  has  made 
for  us  many  friends  throughout  the 
State,  and  the  publicity  given  our 
efforts  has  heightened  our  prestige 
as  a  professional  organization,  both 
of  which  are  benefits  to  us  in  im¬ 
proving  our  professional  status. 
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Anna  Moore  as  chairman  of  the 
Pension  Committee,  deserves  our 
thanks  and  deep  appreciation  for 
the  great  amount  of  time  and  effort 
she  has  expended  in  our  behalf.  I 
hope  she  can  be  persuaded  to  con¬ 
tinue  to  carry  the  ball  for  another 
year.  Our  experience  this  year  has 
taught  us  a  lot  about  dealing  with 
politics,  which  by  the  way  is  a  very 
liberal  education. 

“We  have  a  great  deal  to  be 
thankful  for  in  the  successful  ef¬ 
forts  of  our  enrollment  committee, 
under  the  leadership  of  Flo  Garret- 
son.  She  and  her  committee  of 
county  chairmen  deserve  our  grate¬ 
ful  thanks.  We  have  now  equalled 
our  established  high  in  enrollment 
of  604,  and  with  their  enthusiasm 
we’ll  probably  go  beyond  that  be¬ 
fore  the  November  meeting.  Many 
thanks  to  that  group.’’ 

The  Bulletin  reports  the  Spring 
Luncheon  as  a  gay  and  worthwhile 
occasion : 

Our  annual  Spring  Luncheon  was 
held  on  Saturday,  May  10,  at 
Kresge’s  Department  Store,  New¬ 
ark.  It  was  gratifying  to  see  so 
many  girls  turn  out  for  this  affair 
and  good  to  see  everyone  and  ex¬ 
change  ‘hellos’. 

The  Luncheon  Committee,  which 
included  Emma  G.  Castner,  Edith 
K.  Templeton,  and  Emma  Ketten- 
ring,  did  a  ‘bang  up’  job  and  de¬ 
serve  ‘three  cheers  and  a  vote  of 
thanks’.  The  decorations  were  very 
nice  and  the  banners  announcing 
that  this  was  our  ‘10th  Anniver¬ 
sary  Year’  placed  on  each  table 
were  colorful. 

“Our  President  Dorothy  Low 
greeted  us  and  told  us  that  our 
membership  was  now  up  to  604. 
Greetings  were  also  extended  by 
Miss  Gene  Williams,  President  of 
the  N.  J.  Association  of  School 
Nurses.  Due  to  illness,  Mr.  Alvin 
Burger  and  Mr.  Ruel  E.  Daniel 
were  absent  from  this  occasion. 

“The  speaker  of  the  afternoon 


was  Miss  Doreen  McArthur  Berry 
of  Australia,  who  was  Director  of 
Woman’s  Publicity  Affairs  during 
the  war  and  is  now  with  the  Ameri- 
can  News  and  Information  Office  in 
New  York  City. 

“Miss  Berry,  who  is  a  native  of 
Australia,  chose  as  her  topic  ‘Aus¬ 
tralia’  which  was  altogether  fitting 
and  proper.  Her  first  point  of  di.v 
cussion  was  to  inform  us  that  Aus¬ 
tralia  is  not  made  up  of  kangaroos 
and  sheep  only.  She  went  on  to 
say  that  Australia  has  other  points 
of  interest,  as  our  soldiers  found 
out. 

“Australia,  we  learned,  has  six 
states,  each  with  their  own  Gov¬ 
ernor,  they  have  a  Federal  Capitol 
and  their  constitution  is  adopted 
along  the  lines  of  that  of  the  Unit¬ 
ed  States.  Their  education  is  along 
the  lines  of  the  ‘3  R’s’,  they  do  not 
branch  out  into  so  many  courses 
and  extra  curricula  activities  as  we 
do.  Australia,  we  were  told,  has 
all  the  popular  movies  we  have,  also 
stage  shows,  etc.  The  weather  there 
is  always  good — not  too  warm— 
not  too  cold — with  never  any  snow. 

“Miss  Berry  made  Australia 
sound  like  a  place  you  want  to  visit 
when  that  rich  uncle  of  yours 
cides  to  leave  you  all  that  money.” 


Ohio 

In  a  letter  received  from  Mrs. 
Shandon  Steuer,  President  of  the 
Ohio  Association  of  Public  School 
Employees,  news  has  been  received 
that  Mrs.  Virginia  Bowman,  retir¬ 
ing  State  Membership  Chairman  of 
Ohio  for  the  National  Association 
of  School  Secretaries,  is  now  the 
proud  mother  of  a  baby  girl  bom 
August  19,  named  Florence  Eliza¬ 
beth.  We  extend  our  very  best 
wishes  to  Virginia  and  Florence 
Elizabeth,  and  Daddy,  too.  Vir¬ 
ginia  is  well  known  to  many  Na¬ 
tional  members  for  her  untiring 
efforts  in  work  for  the  National 
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Association,  as  well  as  for  her  state 
association. 

*  m  m 

Pennsylvania 

It’s  a  year  since  Louise  Hender¬ 
son  (now  Mrs.  Carl  Nelson)  was 
appointed  Supervisor  of  School  Sec¬ 
retaries  in  Philadelphia.  Marian 
Bell,  secretary  in  the  office  of  Rob¬ 
ert  MacMillan,  Associate  Superin¬ 
tendent,  writes  appreciatively  of 
Louise’s  work  as  follows : 

“Louise  has  been  doing  an  excel¬ 
lent  job,  especially  in  the  training 
of  new  girls  just  appointed  to 
schools  from  our  eligible  lists. 
These  girls  are  all  young,  having 
had  no  secretarial  experience  what¬ 
ever  and  Louise’s  help  is  invaluable 
to  them.” 

The  Philadelphia  Association  con¬ 
tinues  busy  with  its  activity  in  the 
area  of  certification  legislation  and 
a  splendid  in-service  training  pro¬ 
gram.  The  Messenger,  the  attrac¬ 
tive  publication  of  the  association, 
carries  this  listing  of  courses  of¬ 
fered  for  the  membership  during 
the  spring  season: 

“Around  the  Globe  with  Music”. 
Leader:  Paul  E.  Duffield. 

“Exploring  the  Position  of  Senior 
Secretary”.  Leader:  Louise  Hen¬ 
derson  Nelson. 

“Behind  the  Scenes  of  Records 
and  Reports”.  Leader :  Louise  Hen¬ 
derson  Nelson. 

Nice  professional  activity,  Philly ! 

The  Pittsburgh  gals  made  their 
own  gala  occasion  out  of  the  NASS 
mid-winter  meeting.  Jane  Kirk- 
ham,  editor  of  Keyboard  Kapers, 
has  written  about  the  event  in  a 
most  enthusiastic  manner: 

‘"The  Mid-Winter  meeting  of  the 
National  Association  of  School  Sec¬ 
retaries  was  thoroughly  enjoyed  by 
sixteen  secretaries  from  Pitts¬ 
burgh. 

“The  group  left  Pittsburgh  on 
Friday  night,  February  28th,  on 
the  11:25  train  to  Philadelphia. 
What  a  time  they  had !  The  entire 


coach  was  entertained  by  this 
group.  They  sang,  told  funny 
stories,  and  laughed  the  best  part 
of  the  night.  Arriving  in  Atlantic 
City  about  10:30  A.  M.  the  follow¬ 
ing  morning  they  were  all  set  to 
go — after  getting  a  couple  of  hours 
lost  sleep. 

“Saturday  evening  the  girls  were 
very  graciously  entertained  at  a 
party  given  at  the  Claridge  Hotel. 
Here  we  had  the  opportunity  of 
meeting  Secretaries  from  many 
different  cities,  and  also  enjoyed  ^ 
very  delicious  lunch.  Since  one  of 
the  girls  from  Pittsburgh  was  cele¬ 
brating  her  birthday,  we  enter¬ 
tained  her  after  the  party.  We 
gathered  in  her  room  and  showered 
her  with  five  and  ten  cent  store 
gifts,  and  more  refreshments. 

“Sunday  morning  we  attended 
the  Brunch,  where  Dr.  Roma  Cans, 
Professor  at  Columbia  University, 
was  the  main  speaker.  This  was  a 
very  worth-while  meeting. 

“At  8:40  P.  M.  we  were  all  on 
deck  at  the  station  to  return  home. 
When  we  arrived  in  Philadelphia, 
we  befriended  the  Station  Master, 
and  were  ushered  to  a  comfortable 
seat  long  before  time  for  the  train 
to  pull  out. 

“After  our  strenuous,  but  thrill¬ 
ing  week-end,  we  were  ready  to 
settle  down  for  at  least  part  of  the 
trip.  We  arrived  in  Pittsburgh 
about  8:30  Monday  morning,  just 

in  time  to  hurry  to  work.” 

*  *  * 

Wisconsin 

The  Milwaukee  gals  continue 
their  well-rounded  program  of  civic, 
social  and  professional  activities. 
We  quote  from  their  May  Neivs- 
letter  on  all  three  areas: 

Civic — 

“This  year’s  major  civic  project 
is  the  Milwaukee  War  Memorial 
Fund.  Each  year  it  has  been  a 
tradition  with  the  M.S.S.A.  to  make 
some  contribution  to  a  charitable, 
civic,  or  patriotic  cause.  In  past 
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years,  donations  have  been  made  to 
the  U.S.O.,  Save  the  Children  Fed¬ 
eration,  the  Veteran’s  Administra¬ 
tion  at  Wood,  Wisconsin,  and  for 
the  purpose  of  sending  needy  chil¬ 
dren  to  summer  camps. 

“The  Executive  Committee  feels 
that  the  membership  at  large  will 
be  pleased  with  our  donation  to  the 
Milwaukee  War  Memorial  Fund  for 
the  present  year.  The  Treasurer 
has  been  authorized  to  send  $25.00 
to  that  fund.” 

Social — 

“The  banquet  on  Monday,  April 
21,  at  the  Martin  Hotel,  spelled  finis 
to  the  1946-47  season  of  the  Ladies’ 
Bowling  League,  MGSL.  Presenta¬ 
tion  of  awards  and  election  of  offi¬ 
cers  followed  the  dinner. 

“Officially,  strikes  'n’  spares — 
oh,  yes,  splits,  too! — ended  on  the 
preceding  Monday  at  the  Eagles 
Alleys  when  the  Atom-Ettes,  cap¬ 
tained  by  Lillie  Reilly,  Superintend¬ 
ent’s  Dept.,  lost  the  roll-off  for  the 
championship,  sad  to  say.  So  near, 
and  yet  so  far,  to  those  coveted 
individual  trophies. 

“Helen  Kloehn  from  the  Super¬ 
intendent’s  Dept.,  received  a  trophy 
for  high  season  average  of  149.39, 
also  finishing  in  the  prize  money 
for  third  high  three  games,  525. 
Frances  Kuhn,  Purchasing  Divi¬ 
sion,  collected  two  trophies — high 
single  game  of  209,  and  high  three 
games,  545. 

“The  Suzy-Q’s,  Recreation  De¬ 
partment,  won  first  place  for  team 
three  games  with  3137,  and  third 
place  for  team  single  game,  746. 
The  Atom-Eites  edged  into  the 
money  with  2079  for  third  place, 
team  three  games. 

“The  MGS  Ladies’  Golf  League 
opened  the  season  with  a  ‘get  to¬ 
gether’  dinner  at  Kannapin’s  on 
April  28.  Plans  for  play  during 
June  and  July  were  discussed. 

“The  lack  of  telephone  communi¬ 
cation  certainly  did  not  prevent  our 
April  card  party  from  being  a  suc¬ 


cess.  Table  prizes  were  boxes  of 
lovely  flowered  stationery.  Door 
prizes  were  donated  by  local  firms 
and  our  girls  certainly  appreciated 
the  lovely  gifts.” 

Professional — 

“Much  emphasis  was  given  to 
the  opportunities  afforded  through 
the  summer  workshop.” 

41  Ik 

I  guess  nothing  comes  after  “W" 
so  this  winds  up  the  mail  for  these 
past  few  months.  As  always  it  has 
been  grand  taking  our  flying  visit 
about  the  associations  and  listening 
in  on  their  doings. 

Don’t  forget  my  new  address, 
gals — and  do  send  your  papers,  bul¬ 
letins  and  notes  to  me — 

Frances  E.  Rosenthal 
Board  of  Education 
228  North  LaSalle  Street 
Chicago  1,  Illinois 
And  any  time  you’re  in  the  neigh¬ 
borhood  do  come  in  and  give  me  a 
chance  to  Listen-In  literally! 

I’m  grateful  for  all  you’ve  given 
me  to  report  and  I  hope  you’ll  not 
be  bashful  about  keeping  me  post¬ 
ed.  Write  me,  call  me,  or  come  in 
any  time! 

Be  seeing  you ! 

Your  Listening  Reporte,’’ 


What  Makes  a  Saint? 

Why  were  the  saints  saints? 
Because  they  were  cheerful  when 
it  was  difficult  to  be  cheerful; 
patient  when  it  was  difficult  to  be 
patient;  and  because  they  pushed 
on  when  they  wanted  to  stand  still; 
and  kept  silent  when  they  wanted 
to  talk;  and  were  agreeable  when 
they  wanted  to  be  disagreeable. 
That  was  all.  It  was  quite  simple, 
and  always  will  be. 

— Author  unknown. 


Happiness  is  so  precious  to  some 
of  us,  that,  when  it  is  broken,  we 
stoop  and  gather  up  the  pieces. 

— The  Right  Hand 
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SECTIONAL  AND  STATE  MEMBERSHIP  CHAIRMEN 

SECTION  I  :  Miss  Mildred  A.  Bristol,  Office  of  Board  of  Education,  Southington,  Conn. 
Connecticut — Miss  Mildred  A.  Bristol,  Office  of  Board  of  Education,  Southington 
Massachusetts — Miss  Lydia  Bagdikian,  School  Department,  Stoneham 
Maine — Miss  Pauline  H.  Smith,  Deering  High  Sch^l,  Portland 
New  Hampshire — Miss  Esther  A.  Magnuson,  Parker  School,  Concord 
Rhode  Island — Chairman  to  be  appointed 
Vermont — Chairman  to  be  appointed 

SECTION  II:  Miss  Eunice  Bounds,  Board  of  Education.  Wilmington,  Delaware 

Delaware — Mrs.  Helen  W.  Kirkley,  School  Administration  Building,  Wilmington  43 
District  of  Columbia — Miss  Regina  Wicks,  Franklin  Administration  Bldg.,  Washington 
Maryland:  Miss  Ioanna  Lankford,  Board  of  Education,  Salisbury 
New  Jersey — Chairman  to  be  appointed. 

New  York — Mrs.  Margaret  Evans,  Board  of  Education.  Syracuse  4 
SECTION  III:  Miss  Anne  Kohute,  Dickson  City  High  School,  Dickson  City,  Pa. 

Pennsylvania : 

Eastern  District — Miss  Mildred  Byerly,  Shamokin  Public  Schools,  Shamokin 
Western  District — Miss  Nelda  Kane,  Board  of  Public  Education,  Pittsburgh 
Virginia — Miss  Frankie  Anderson,  Nathaniel  Bacon  School,  Richmond 
West  Virginia — Miss  Madge  Fultineer,  Weston  High  School,  Weston 

SECTION  IV:  Miss  Katherine  Felder,  Hoke  Smith  High  School,  Atlanta,  Ca. 

Alabama — Miss  Mildred  Brice,  1061  North  First  St.,  Birmingham  4 
Florida — Mrs.  Louise  Warren,  Registrar,  Miami  Senior  High  School,  Miami 
Georgia — Miss  Martha  Pitts,  Upson  County  Schools,  Thomaston 

Kentucky — Miss  L.  Katherine  Morgan,  Secretary  to  the  President,  Eastern  Kentucky 
State  Teachers  College.  Richmond 

North  Carolina— Miss  Pauline  E.  Hicks,  Andrews  City  Schools,  Andrews 
South  Carolina — Chairman  to  be  appointed. 

Tennessee — Chairman  to  be  appointed. 

SECTION  V: 

Illinois — Miss  Ruth  Smith,  Elmwood  Park  Public  Schools,  Chicago  35,  Elmwood  Park 

Indiana — Miss  Merle  Carlin,  Clinton  City  Schools,  Clinton 

Iowa — Miss  Agnes  Hansen,  Cedar  Falls  Public  Schools,  Cedar  Falls 

Ohio — Chairman  to  be  app>ointed. 

SECTION  VI:  Mrs.  Dorothy  Nieman  Ferguson,  River  Rouge  High  School,  River  Rouge,  Mich. 
Michigan — Mrs.  Ora  Stanberry  Dolsen,  467  W.  Hancock  St.,  Detroit  1 
Minnesota — Miss  Rosalie  Kollarich,  616  Summit  Ave.,  St.  Paul 
North  Dakota — Chairman  to  be  appointed. 

South  Dakota — Chairman  to  be  appointed. 

Wisconsin — Miss  Catherine  Hart,  Edgerton  Public  Schools,  Edgerton 
SECTION  VII:  Miss  Georgia  A.  Davis,  Board  of  Education,  Hannibal,  Mo. 

Arkansas — Mrs.  Corinne  Messenger,  4005  West  25th  St.,  Little  Rock 
Kansas — Miss  Marcella  Yoho,  Wichita  High  School  East,  Wichita  7 
Mississippi — Chairman  to  be  appointed. 

Missouri — Miss  Betty  Segelcke,  203  Public  Library  Bldg.,  Kansas  City 
Louisiana — Chairman  to  be  appointed. 

SECTION  VIII:  Miss  Lois  Norton,  414  Fourteenth  St.,  Denver,  Colo. 

Colorado — Chairman  to  be  appointed. 

Idaho— Chairman  to  be  appointed. 

Montana — Chairman  to  be  appointed. 

Nebraska — Miss  Lydia  H.  Berry,  Secretary  to  Business  Manager,  Omaha  Public  Schools, 
Omaha  3 

Utah — Miss  Donna  Newman,  West  High  School,  241  No.  Second  West  St.,  Salt  Lake 
City  3 

Wyoming — Chairman  to  be  appointed. 

SECTION  IX:  Mrs.  Grace  B.  Holt,  Phoenix  Junior  College,  Phoenix,  Arizona 

Arizona — Mrs.  Rachel  Maynard,  College  of  Business  Administration,  Tucson 
Oklahoma — Chairman  to  be  appointed. 

New  Mexico — Chairman  to  be  appointed. 

Texas — Chairman  to  be  appointed. 

SECTION  X:  Mrs.  Helen  Bingham,  7003  Arbutus  Ave.,  Huntington  Park,  California 
California — Mrs.  Charlotte  Lynch.  808  North  Spring  St.,  Los  Angeles 
Nevada— Chairman  to  be  appointed. 

Oregon — Chairman  to  be  appointed. 

Washington — Miss  Ruth  Markhus,  Coulee  Dam  High  School,  Coulee  Dam 


